DEPARTMENT OF THE NAVY

COMMANDER NAVAL RESERVE FORCE

4400 DAUPHINE STREET COMNAVRESFORI NST 5400. 17D

NEW ORLEANS, LOUISIANA 70146-5046

NO1A
COVNAVRESFOR | NSTRUCTI ON' 5400. 17D 22 FEB 200]
Subj : COVMVANDER, NAVAL RESERVE FORCE (COWNAVRESFOR) STAFF ORGANI ZATI ONAL
MANUAL
Ref : (a) OPNAVI NST 3120.32C
Encl : (1) COWAVRESFOR Organi zation, M ssions, Functions, Conmand

Rel ati onshi ps, Key Processes, Tasks and Know edge

1. Pur pose. To issue the COWAVRESFOR Staff Organization Manual per
reference (a).

2. Cancell ati on. COVWNAVRESFORI NST 5400.17C

3. Scope. The COWAVRESFOR Staff Organization, Mssions, Functions, Conmmand
Rel ati onshi ps, Key Processes, Tasks, and Know edge.

4. Action. The actual staff organization, command rel ationships, key
processes, tasks, and functions are listed in enclosure (1) of this
instruction. Deputy Chiefs of Staff (DCOs), Special Assistants (SAs), and
Division Directors are tasked with carrying out the organization’s mssion,
functions, and tasks. Subnmit propsed changes to Command Services (NO1lA).

The Chief of Staff (COs) will approve all changes to this nmanual.

Distribution:  (COMNAVRESFORI NST 52%sigHyr Staif
List A (A3 (N095) only)
B

D






COWNAVRESFORI NST  5400. 17D

22 FEB 2001
CROSS REFERENCE (LOCATOR) SHEET COMNAVRESFORINST 5210.1C
DIRECTIVE:

DATE OF DIRECTIVE:

SUBJECT:

SEE: (where publication is maintained)

REMARKS:

NAVRES 5215/4 (REV. 2-86)



D7 Yoo &b

-



RECORD OF CHANGES

COWNAVRESFORI NST 5400. 17D

22 FEB 2001

COMNAVRESFORINST 5210.1C

CHANGES

NO.

DATE

DATE
RECEI VED

DATE
ENTERED

BY WHOM ENTERED

NAVRES 5215/3 (REV. 2-86)







COVNAVRESFORI NST  5400. 17D

TABLE OF CONTENTS 22 FEB zm]

SUBJECT AREA PAGE NUMBER
Letter of Issuance unnunber ed
Locator Cross Reference Sheet unnunber ed

Record of Changes i

Tabl e of Contents Piii

COVNAVRESFOR M ssion and Functions 1

SECTION | — Conmander, Naval Reserve Force (NOO)
1. NOO — COWNAVRESFOR -1
2. NOO1 - SA Force Master Chief -3
3. NOO1A — Executive Assistant -5
4. NOO1Al - Administrative Assistant -5
5. N002 - SA Inspector GCeneral -5
6. NOO2A — Assistant to the Inspector General -8
7. NOO2S - Administrative Assistant -9
8. NOOD - SA Force Dental O ficer -9
9. NOOG - SA Force Religious Programs Oficer I1-10
10.  NOOM — Force Medical Oficer I-11

SECTION Il — Deputy, Commander, Naval Reserve Force (NOOB)
1. NOOB — Deputy, COVNAVRESFOR -1
2. NOOS - Secretary -2
3. NOOC — SA Force Change Managenent O ficer Il-4
4. NOOC1 - Force Change Managenent Advi sor I1-5
5. NOOE — DON Ofice of the Assistant General Counsel -7

(I'nstallations and Environnent)

General Counsel of the Navy Attorney—Advi sor

(Environmental Law Ethics/Cvilian Personnel Law)
6.  NOOF — SA Financial Managenent I1-9
7. NOOFB — Deputy SA For Financial Managenment/Deputy Conptroller I'1-10



COVNAVRESFORI NST  5400. 17D

22 FE
8. NOOBFAZ(—)O'Adm' ni strative Assistant
9. NOOF1 - Qperations and Managenent, Naval Reserve (NR) Budget
Oficer

10.  NOOF1B/ 11 Operations and Managerment, NR Lead Anal yst

11.  NOOF111 Budget Anal yst

12. NOOF112/ NOOF113/ NOOF114 Budget Anal yst

13. NOOF12 — Director Headquarters Operations and Mi ntenance
of the Naval Reserve (O&WR) Budget

14, NOOF12B - Budget Anal yst

15, NOOF121 - Supervisory Budget Techni cian

16. NOOF1211/ NOOF1212/ NOOF1213/ NOOF1214/ NOOF1215 — Budget
Techni ci ans

17. NOOF2 — Reserve Personnel Navy (RPN) Budget Director

18. NOOF2B - Deputy Director, RPN Budget Division

19. NOOF21/ NOOF22/ NOOF23/ NOOF24 Budget Anal ysts

20. NOOF25 - Anal ysi s/ Forecast O ficer

21. NOOF26 — Supervisory Accounting Technician

22. NOOF261/ NOOF262/ NOOF263/ NOOF264/ NOOF265 Accounting Techni ci ans

23. NOOF3 — Informati on Technology (IT)/Investnment Budget O ficer

24, NOOF31 - Budget Anal yst

25. NOOF32/ NOOF33 - Budget Anal yst

26. NOOF4 — Accounting O ficer

27. NOOJ - SA Force Judge Advocate

28. N00J1 - Judge Advocate General (JAG Assistant

29. NO0J2/ N0O0J3 - Administrative Assistant

SECTION 111 — COS, Commander, Naval Reserve Force (NO1)

1. NO1 — COS, COVNAVRESFOR

2. NO1A — SA Command Services

3. NO1A1 - Division Chief Petty Oficer

NO1A1A — Adnministration Leading Petty Oficer
iv

I1-11

I1-12

I1-13

I1-15

I1-16

I1-17

I1-18

I1-18

I1-19

I'1-20

I1-22

I'1-23

I'l-24

I'1-25

I'l-26

I-27

I'1-28

I'1-29

I'1-30

I1-32

I'l-34

I'l-34

-1

Ir-3

I11-5

I11-6



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

31

COVNAVRESFORI NST  5400. 17D

42 FEB 2001

NO1A1A1A - Printing/ Congressionals
NO1A1A1D — Administration Yeoman
NO1A1ALlE — Cderk
NO1A1B - Pass Liaison Leading Petty Oficer
NO1A1B1 - Personnel man
NO1A1C - Managenent Anal yst

NO1A1D — Regional Casualty Assistance/ Funeral Honors
Coor di nat or

NO1AlE — Graphics

NO1ALlF — Command Career Counsel or
NO1A2 — Force Security Manager
NO1C — SA Comnmand Master Chief

NO1D — SA Civilian Personnel (ClVPERS) and Equal Enmpl oynment
Opportunity (EEO Prograns

NO1D/ NO1D1/ NO1D1A/ NO1D1B/ NO1D2/ NO1D2A/ NO1D2B — Admini strati ve
Assi stants

NO1F — SA Protocol O ficer

NO1G — SA Force Chaplain

NO1GL - Chapl ain

NO1GA - Assistant Chaplain

NO1GB - Religious Program (RP) Specialist
NO1GC/ NO1GD - RP Speci al i st

NO1M — SA Force Medi cal

NO1IM — Medical Oficer

NOIML - Assistant Medical Oficer
NOIML — Officer

NO1M2 — Hospital man Senior Enlisted
NOLIM2 — Administrative Assistant
NOLM3 — Administrative Assistant
NO1M4 — Administrative Assistant

\Y

I11-6

-7

-7

I11-8

I11-8

I1r-9

I11-10

I11-10

Ir-11

[1-12

I11-14

I11-16

Ir-17

Ir-21

I11-24

I11-25

Inr-27

Inr-27

I11-28

I11-28

I1r-29

I11-30

I1r-31

I1r-32

I1r-32

I11-33

I'11-35



COVNAVRESFORI NST  5400. 17D

£ &

32.

33.

34,

35.

FEB 2001

NO1IMb — Adm nistrative Assistant
NO1IMb6 — Adm nistrative Assistant
NO1M/ — Adm nistrative Assistant

NO1P — SA Force Public Affairs Oficer (PAO

SECTION |V — DCOS, Manpower and Personnel (N1)

1

2.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

N1 - DCCS, Manpower and Personnel

N1S — DCOs for Manpower and Personnel Secretary

N11 - SELRES Manpower/ Community Managenent

N11A — Administrative Support

N111 - Strength Planning and Conmunity Managenent
N111A, N111A1, N111A2, N111A3, N111A4 — Adnministrative Assistant
N111B/ N111B1 - Retention/ Onbudsman Prograns

N12 — SELRES Personnel Policy

N12A — Administrative Support

N121 - Reserve Personnel Policy Managenent

N121A — Personnel Administration Database Managenent
N121B — Administrative Assistant

N121C — Reserve Transition Benefits (RTB) Manager

N121D - SELRES lInactive Duty Training (IDT) Pay Monitoring
and Managenent

N122 - Human Resources
N122A — EQ Conmand Managed Equal Opportunity (CMEO) Prograns

N122B — Drug and Al cohol Prevention Awareness (DAPA) and
Community Service

N122C - Educational Assistance Prograns
N13 - dainmant Manpower/ Manni ng Contr ol
N13A — Administrative Support

N131/N131A - Shore Manpower Requirenents

Vi

I'11-36

Ir-37

I11-38

I11-38

V-1

V-3

V-4

I V-5

IV-5

I V-6

I V-8

V-9

I V-10

Iv-11

I v-11

IVv-11

I V-12

| V-13

| V-13

I V-17

I V-17

| V-18

I'V-19

I'V-19

I V-20



COVNAVRESFORI NST  5400. 17D

22.  N131B/ N131C/ N131D — Shore Manpower Requirenents 2 2 FEB 200‘ | V-22
23. N132/ 132A — Manpower Authori zati ons I V-23
24. N132B/ N132C — Administrative Assistant (Tasks) I V=23
25. N133/ N133A — Manning Control Authority (MCA) (Reserve) | V-24
SECTION V — DCOS, Operations (N3)
1. N3 - DCCs, Operations V-1
2. N3A — Administrative Support V-2
3. N31 — Operations Support V-2
4. N32 — Mobilization/ ADSW Orderwiting V-3
5. N321/N321A — Mbbilization Section V-4
6.  N322/ N322A — Active Duty for Special Wrk (ADSW/ Mbilization V-4

7. N33/ N33A/ N33A1/ N331/N332 — Annual Training (AT)/Active Duty For
Training (ADT)/lnactive Duty Training Travel (IDTT) Orderwiting V-5

SECTION VI — DCOS, Logistics (N4) and DCOS, Ashore lInstallation
Managenent (N46)

1. N4 — DCOS, Logistics Vi-1
2. N4B - Assistant DCOS, Logistics VI-3
3. N41 — Supply, Plans, and Policies VI -4
4, N411 - Supply Supervisor Vi-4
5. N412 — Purchase Card Coordi nator VI -5

6. N413 - C othing Manager/ Special Projects and Publications Editor VI -5

7. N2 - Hazardous Materials (HAZMAT) VI -6
8. N3 - Qality of Life VI -7
9. N4 - Headquarters Supply Support VIi-8
10. N441 — Financial Managenent; Conmander, Naval Surface Reserve VI-8

Force (COWAVSURFRESFOR) and Commander, Naval Air Reserve Force
( COMNAVAI RESFOR)

11. N442 - Equi pnent Managenent VIi-9
12. N443 - Purchasi ng Coordi nat or COVNAVRESFOR V-9
13. N444 — Shipping and Receiving VI -10

Vi i



COVNAVRESFORI NST  5400. 17D

22
14. fl:\léElSB—z(;?\,enr nment Travel Charge Card (GICC)
15, N46 — DCOS, Ashore Installation Managenent
16.  N461/ NA61A/ NA61B/ NA61C/ NA61D — Pl ans, Prograns and Resources
17.  N462 — Quality of Life (Mrale, Wlfare, and Recreation (MAR))
18. N462A — Administrative Assistant
19. N463/ N4631/ NAG31A/ NA631B/ NA63A/ NA632B/ N4632C/ N4632D -
Facilities
20.  N464/ N4G4A/ NA64B/ NA64C — Environnent al
21, N465 — Cccupational Safety and Health
22.  N466 — Physical Security
23. NA7 — Flag Mess Manager
SECTION VII — DCCS, Force Plans, Requirenents, And Resources (N5/N8)
1. N5/N8 — DCOS, Force Plans, Requirenments, and Resources
2. NSA — Administrative Assistant
3. N5S — Adnministrative Assistant
4, Nb51 — Future Plans
5. N51A - Plans Administrative Assistant
6. N511 — Administrative Assistant
7. N512 — Administrative Assistant
8. N513 — Plans Administrative Assistant
9. N52 - Policy/Doctrine
10.  Nb21 — Administrative Assistant
11. N53 — Force Mobilization Plans
12.  N563A — Mobilization Plans Admnistrative Assistant
13. N531 — Force Mbilization Plans Analyst
14. N532 — Mobilization Plans Administrative Assistant
15. N81 - Resource Requirenents
16. N81A — Force Program and Requirenents

viii

VI -10

Vi-11

VI-12

VI -15

VI -16

VI -17

vl -21

VI -24

VI -25

VI - 26

Vil-1

VIl -2

VII-2

VII-3

VII-3

Vil-4

VIl-5

VI -5

VIl-6

VIL-7

VIl-7

VII-8

VII-9

VII-9

VI1-10

Vil-11



COVWNAVRESFORI NST 5400. 17D

17.  N81B - Resource Requirenents 2 2 FEB m‘ VI-12
18.  N811l - Force Program and Requirements VI1-13
19.  N811 - Resource Requirenents VII-13
20. N812 — Force Assessnents Vil-14
SECTION VII1 — DCOS, Information Technol ogy (N6)
1. N6 — DCCS, |IT Vill-1
2. N6S - Administration VI1-3
3. N61/N61A - IT Plans and Policy VITI-3
4, N62/ N62D/ N62M N621/ N621A/ N621B/ N621C/ N621D — Technol ogy VITI-5
Infrastructure Program Managenent
5. N63/N63A/ N63B — Reserve Information Systenms Managenent VIT1-10
6. N64 — |IT Resource Managenent VIiI1-12
SECTION | X — DCCS, Training (N7)
1. N7 — DCOS Training | X-1
2. N7S — Adm nistrative Assistant I X-2
3. N71 — Training Policy and Plans I X-2
4. N712 - Training Policy and Plans I X-3
5. N712A - Program Manager | X-4
6. Nr2 — Training Systens | X-4
7. N73 - Professional Devel opnent Department Head I'X-5

SECTI ON X — Commander, Naval Reserve Force Watch Organi zation

1. COWAVRESFOR Watch Organization X-1

SECTION XI - Col lateral Duty Listing
1. Collateral Duty Listing as indicated in COVNAVRESFORNOTE 5420 XI-1
of 27 April 1999
SECTION XIl — Staff Roles
1. Staff Roles Xi-1

SECTION XI'I'l — Acronyns Xir-1






COVNAVRESFORI NST  5400. 17D

22 FEB 2001

COVNAVRESFOR M SSI ON AND FUNCTI ONS

1. Mssion. To provide trained units and qualified personnel available for
active duty in the Armed Forces, in time of war or national energency and at
other tinmes as the national security may require and as may be directed by
the Chief of Naval Operations (CNO.

2. Functi ons. Under the CNO wth additional duty to and as prescribed by
t he Commander in Chief (CINC), U S. Atlantic Fleet; CINC, U S. pacific
Fleet; CINC, U S. Naval Forces, Europe; Commander, U.S. Naval Forces Central
( COMUSNAVCENT) and with support of Commander, Navy Personnel Command; Chi ef
of Naval Education and Training (CNET); the Bureau of Medicine and Surgery
(BUMED); and other offices, bureaus, and field conmandS:

a. Manages, trains, and administers the Naval Reserve Force follow ng
policies prescribed by the CNO

h. Monitors effectiveness of resources managenent, training, and
adm nistration of the Naval Reserve, directing corrective action to ensure
that the responsiveness and nobilization readiness of the Naval Reserve neet
the requirenments prescribed by the CNO

c. Manages assigned resources and executes budgets as major claimnt.

d. Supports the CNO (N095) in overall planning, programing, and
budgeting, including fornulation, review, and presentation of Naval Reserve
strength plans, prograns, and budgets.

e. Conducts necessary liaison with comrands, bureaus, and offices to
obtain resources required for readiness of the Naval Reserve to include the
fol | owi ng:

(1) Subnmits to appropriate training support agencies requirements for
school quotas, training aids, training devices, and technical training
equi pment for timely insertion into the programming and budgeting system

(2) Plans, progranms, and budgets for nobilization equipnent,
nont echni cal equi pnrent, and |ogistic support equipnent. Devel ops
requirenments, establishes priorities, allocates funds, and directs and/or
oversees procurenment of nontechnical training equi pment and |ogistic support
equi pnent and material for designated Naval Reserve Activities (NRAs).

(3) Directs and supervises the Shore Installations and Facilities
Pl anning System for Naval Reserve, including fornulation of Mlitary
Construction, Naval Reserve program

(4) Directs and supervises facilities nanagenent functions.

(5) Devel ops requirenments for new and replacenent aircraft and for
all required spare parts, assenblies, aircraft handling equipnent, and
support facilities necessary for Naval Reserve readiness for insertion into
t he budgeting system

(6) Submits to appropriate Information Systems (1S) support agencies,
requirenents for hardware, software, programming, and systens integration for
timely insertion into tile planning, progranmng, and budgeting system
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f. Recomends the establishnment, disestablishnment, and nodification of
active NRAs to the CNO (NO9B) and, upon approval, effects the inplenentation.

g. Recommends the establishment, disestablishment, and nodification of
SELRES progranms and units of the Naval Reserve to the CNO (N095) and, upon
approval, effects the inplenentation.

h. As required by the CNO, and follow ng guidance issued by the Deputy
CNO (Manpower and Personnel) (N1), plans for inmplementation of personnel
processing procedures in the event of full or partial nobilization. Assists
as required in the recall of assigned Naval Reserve units and individuals
when activation is directed.

i. Mnages the Naval Reserve Force to fulfill manpower requirenments to
authorized levels as prescribed by the CNO (N095) to include the follow ng:

(1) Perfornms community nanagenent functions addressing requirenents
for, and career opportunities in, specific skills,

(2) Develops retention initiatives and provides nanagenent gui dance
to field activities.
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Section | — Commander, Naval Reserve Force (NOO)
1. NOO Commander, Naval Reserve Force (Flag O ficer)

a. Mssion. Admi ni sters Naval Reserve programs including nanagenment of
all Naval Reserve resources; performs such other functions or tasks as may be
directed by the CNO wth additional duty to and as prescribed by the CINC
U S Atlantic Fleet; CINC, US. Pacific Fleet; CINC, U S. Naval Forces/

Eur ope; Commander, U.S. Naval Force Central (COMUSNAVCENT) and with support
from Conmander, Navy Personnel Command; CNET; the Bureau of Medicine and
Surgery; and other offices, bureaus, and field commands.

b. Functi on

(1) Manages, trains, and administers the Naval Reserve Force as
prescri bed by CNO

(2) Manages assigned resources and executes the budget as a nmgjor
cl ai mant.

(3) Mnitors effectiveness of resources managenent, training, and
administration of the Naval Reserve; directing corrective action to ensure
that the responsiveness and nobilization readiness of the Naval Reserve neet
the requirenents prescribed by CNO

c. Key Process

(1) Detailed as the Director of the Naval Reserve (N095) in support
of CNO in overall planning, programing, and budgeting; including fornula—
tion, review, presentation, and execution of Naval Reserve strength plans,
prograns, and budgets.

(2) Serves as the CNO Area Coordinator for Md Continental United
States (CONUS)/Louisiana area that includes North Dakota, South Dakota,
Nebraska, Kansas, G6klahoma, M nnesota, lowa, M ssouri, Arkansas, Louisiana,
[1linois, and Texas.

(3) Acts as Senior Oficer Present Afloat (SOPA) New Ol eans per
Cl NCLANTFLTI NST 5400. 2M

d. Conmand Rel ationshi ps. Conducts necessary liaison wth commands,
agencies, and offices to obtain resources required for the readiness of the
Naval Reserve Force.

e. Tasks
(1) Submits requirenments for school quotas, training aids, training
devices, and technical training equipnment to appropriate training support
agencies for timely insertion into the programm ng and budgeting system

(2) Plans, prograns, and budgets for nobilization equiprent, non-

techni cal equipment and |ogistics support equipment. Develops requirenents,
establishes priorities, allocates funds, and directs and/or oversees
procurenment of nontechnical training equipnment, |ogistic support equipnent,

and material for designated NRAs.
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(3) Directs and supervises the Shore Installations and Facilities
Pl anning System for the Naval Reserve, including formulating the Mlitary
Construction, Naval Reserve program

(4) Directs and supervises facilities nanagenment functions.

(5) Develops requirements for new and replacenent aircraft and for
all required spare parts, assenblies, aircraft handling equi pment and support
facilities necessary for Naval Reserve readiness for insertion into the
budgeti ng system

(6) Submits to appropriate Information Systems support agencies
requirenents for hardware, software, progranmm ng, and systens integration for
timely insertion into the planning, progranmng, and budgeting system

(7) Recommends the establishnment/disestablishment, and nodification
of NRAs to CNO (NO9B) and effects inplenentation.

(8) Recommends the establishnent/disestablishment and nodification of
SELRES progranms and units of the Naval Reserve to CNO (N095) and effects
i npl emrent ati on.

(9) As required by CNO, under the guidance of the Commander, Navy

Personnel Command, plans for inplenenting personnel processing procedures
when a full or partial nobilization occurs. Assists as required in the
recall of Naval Reserve units and individuals when activation is directed.

(10) Manages SELRES to fulfill manpower requirenments and to execute
drill pay allocations as prescribed by CNO

(11) Under the guidance of the Chief of Information, maintains and
manages a public affairs program for matters relating to the Naval Reserve.

(12) Reports annually and as required to CNO on Naval Reserve
readi ness .

(13) As CNO s executive agent for the Department of the Navy (DON)
airlift, manages organic airlift including fornulating worldw de policy and
t he exercise of scheduling coordination of continental Navy airlift
operations.

(14) Manages the Naval Reserve Force to fulfill manpower requirenents
to authorized levels as prescribed by the CNO to include the follow ng:

(a) Perfornms comunity managenent functions addressing
requirenents for and career opportunities in specific skills.

(b) Develops retention initiatives and provides nanagement
guidance to field activities.



COVWNAVRESFORI NST 5400. 17D

22 FEB 2001

f. Know edge. Fl ag officer appointed by CNO
2. NOO1 SA Force Master Chief (Enlisted)

a. M ssi on. Provi des COWNAVRESFOR with information regarding existing
and potential situations, procedures, and practices which affect the welfare,
morale, and well being of all enlisted personnel and their famly menbers
within COWAVRESFOR s cl ai mancy. Recomrends actions to enhance quality of
life and elimnate adverse conditions for enlisted personnel, further
enhancing the attractiveness of the Naval Service.

b. Functi ons

(1) Serves as the Senior Enlisted Advisor to COWAVRESFOR on matters
relating to enlisted personnel managenent.

(2) Advises COS of existing or potential problenms detected at the
field/ staff levels .

c. Conmmand Rel ati onshi ps. SA to COVNAVRESFOR Li ai ses with the Master
Chief Petty of the Navy (MCPON), and other Fleet and Force Master Chiefs.
Mai ntai ns open communication with all Naval Reserve Force Conmand Master
Chi ef s.

d. Key Processes. Responsi ble for maintaining a strong customer service
relationship with all echelons of command and civilian organizations on any
and all natters pertaining to Quality of Life Issues for Sailors and their
famlies.

e. Tasks

(1) Maintains liaison between the MCPON and other Fleet, Force, and
CNO Directed Comrand Master Chiefs.

(2) Provides pertinent information to enlisted personnel through
newsl etters, personal letters, and visits addressing current Navy enlisted
program opportunities, policies, and concerns,

(3) Serves as the enlisted representatives of the Naval Reserve Force
in official mlitary and civic functions.

(4) Acconpani es COWAVRESFOR or designated representative to official
functions, inspections, and cerenonies.

(5) Travels to and neets formally and infornmally with enlisted
personnel at NRAs to exchange ideas and provide information which affects
Naval Reservists and their famly.

(6) Assists in the reception of official visitors to the staff.

(7) Participates as a menber of, or advisor to, the follow ng
boar ds/ panel s:

(a) CNO MCPON.

(b) DoD Reserve Force Senior Enlisted Advisors Council.
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(c) Secretary of the Navy National Naval Reserve Policy Board.
(d) COWAVRESFOR Pol i cy Board.
(e) Naval Reserve Command Master Chief Leadership Continuum

(f) Chief Petty O ficer and Senior/Mster Chief Petty Oficer
Reserve Advancenent Sel ection Boards.

(g) Command Master Chief Selection Boards.

(h) COWAVRESFOR Shore Sailor of the Year.

(i) Naval Reserve Sailor of the Year.

(j) Selection of the Force Master Chief, Naval Reserve Force.
(k) U S. Navy Senior Enlisted Acadeny Sel ection Boards.

(1) US Arny Sergeants Major Acadeny Selection Boards.

(m Naval Enlisted Reserve Association “Service to the Reservist”
Awar ds Sel ecti on Board.

(n) Fleet Reserve Associations National Convention.

(0) Covernment Enployees Insurance Conpany Mlitary Service
Awar ds Sel ecti on Board.

(p) Naval Enlisted Reserve Association National Conference.
(gq) Fleet Reserve Association National Convention.
(r) Noncommi ssioned O ficers Association.

f.  Know edge

(1) Must possess the Conmand Master Chief Navy Enlisted O assifica—
tion (NEC) 9580,

(2) Thorough know edge of the Naval Reserve Force and its nission,
functions, operations, and managenent.

(3) Well-versed in matters of protocol and able to effectively
communi cate at all |evels.

(4) Ability to:

(a) Apply sound, independent judgment in executing various duties
involved with selection boards and enlisted noral, welfare issues.

(b) Establish and maintain an effective working relationship

within every echelon and all levels of the chain of conmand, both military
and civilian.

(5) Previous Conmand Master Chief experience at a |ower echelon; NEC
attainnent.
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3. NOO1A Executive Assistant (Senior Enlisted)
a. Know edge
(1) Broad know edge of Naval Reserve enlisted benefits and prograns.

(2) Thorough working know edge in natters of protocol, scheduling,
and general administrative functions.

(3) Meticulous attention to detail and organizational skills in
schedul ing Force Master Chief appearances and appointnments.

(4) Maintains liaison with representatives fromall levels of the
chain of command and governnent agencies, both mlitary and civilian.

4. NOO1Al1 Administrative Assistant (Enlisted)
a. Know edge

(1) Thorough working know edge in matters of protocol, budget
managenent, and general admi nistrative functions.

(2) Broad know edge of Naval Reserve enlisted benefits and prograns.

(3) Effective oral comunication skills including the ability to
appropriately screen telephone calls for the Force Master Chief.

(4) Thorough working know edge of current software requirenents.
5. NOO2 SA Inspector General
a. Mssion. Provides sound, inpartial advice to COVNAVRESFOR on matters
affecting efficient, ethical operations. Additionally, the Inspector General
provi des assistance to Naval Reserve Force commands and individuals to help
ensure the highest |evels of readiness, effectiveness, discipline,
efficiency, integrity, and public confidence.

b. Functi ons

(1) Serves as confidential agent to COWAVRESFOR on matters affecting
mlitary efficiency and discipline.

(2) Serves as principal advisor to COWAVRESFOR on all comrand
eval uation, managenent control, and audit matters.

(3) Conducts inspections and investigations and provides reports as
directed by higher authority.

(4) Ensures cooperation of Naval Reserve clainmancy with the Naval
| nspect or General .

c. Key Processes

(1) Administers the Naval Reserve Force inspection program under
gui del i nes established by higher authority.
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(2) Reviews, processes, and responds to allegations of wongdoing

recei ved from vari ous sources.

(3) Investigates and responds to the Naval Reserve Force Waste,
Fraud, and Abuse Hotl i ne.

d.  Command Rel ationships

(1) SA to COWNAVRESFOR.

(2) Liaises directly with the Naval |nspector General and the Naval
Audit Service and indirectly with Department of Defense (DoD) I|nspector
Ceneral .

e. Tasks

(1) Inquires into and reports on matters of inportance to
COWAVRESFOR i ncl udi ng readi ness, mssion performance, safety, econony,
effectiveness, efficiency, discipline, and norale and wel fare of the Naval
Reserve.

(2) Provides COWAVRESFOR with a continuing assessnent of
organi zational structure and operational and adninistrative managenent
practices pertaining to operations, personnel, material, and fiscal control.

(3) ldentifies problem areas, situations, or circunstances that
affect m ssion performance.

(4) Performs inspections, investigations, inquiries, surveys,
studies, and analysis as directed by COWAVRESFOR and hi gher authority.

(5) Exercises broad authority over all Inspector Ceneral activities
t hroughout the Naval Reserve clai mancy.

(6) Assigns and coordinates inspection jurisdiction to ensure all
subordi nate NRAs are periodically assessed.

(7) Conducts orientation instruction for officers serving as
commanders, commanding officers, senior inspectors, civilian personnel who
assist the Inspector General and for acting Inspectors General.

(8) Maintains liaison with the Naval |nspector Ceneral.

(9) Maintains inspection reports for all echelon Ill and IV Reserve
commands and investigation reports conducted on Naval Reserve units and
menbers .

(10) Reviews Inspector General reports and forwards comments and
recommendati ons to COWAVRESFOR as appropriate. Analyzes inspection
findings, assigns responsibility for corrective actions, and evaluates action
t aken.

(11) Receives, reviews, processes conplaints and requests for
assi stance and ensures appropriate action is taken.
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(12) Provides recommendations to correct conditions that adversely
i mpact financial managenent, nission acconplishnent, or the integrity of the
conmmand.

(13) Examines internal practices and procedures to determ ne adequacy
and effectiveness.

(14) Monitors correction of deficiencies revealed by inspections and
i nvestigations.

(15) Monitors indicators that gauge the effectiveness of command
financial nanagement and resource usage. Recommends corrective measures
and/or refinements to existing prograns considered critical to the
saf eguardi ng of command resources.

(16) Provides guidance to field activities on command eval uation
matters.

(17) Serves as focal point for all actions related to audits,
surveys, and reviews perfornmed by external audit agencies.

f. Knowl edge

(1) Graduate of Naval I|nspector General School curriculum Navy
Oficer Billet Cassification (NOBC) 9960 required.

(2) Working know edge of:

(a) The Naval Inspector GCeneral Investigations Mnual and
i nvestigative procedures including EEO Conplaint Investigations and Hotline
I nvestigations.

(b) The Joint Ethics Regulation (JER), Standards of Conduct, and
the Navy Audit Service processes.

(3) Broad know edge of COVNAVRESFOR, COWNAVSURFRESFOR, and
COVNAVAI RESFOR i nspection prograns.

(4) Ability to:

(a) Apply sound, independent judgment in executing various duties
involved with investigating and evaluating allegations of wongdoing by
nmenbers of the Naval Reserve Force.

(b) Establish and nmintain effective working relationships within
all levels of COWAVRESFOR, COWAVSURFRESFOR, COWNAVAI RESFOR, as well as
ot her commands.

(c) Effectively enploy Mcrosoft Wndows conputer systenms to
include the follow ng applications: Mcrosoft Ofice Professionals suite
(Word, Access, Excel, and PowerPoint), G oupwi se electronic nail, and
I nternet browsers.

(d) Supervise subordinate staff.
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(5) Effective tel ephonic comunication skills including the ability
to objectively conduct telephone interviews Wth hotline conplainants and
provi de know edgeabl e counseling in situations.

(6) Persuasive witing and public speaking skills. Strong ability to
deliver effective presentations to diverse audiences ranging froma small
cl assroom environnent to larger instructional synposia.

6. NOO2A Assistant to the Inspector Ceneral (Oficer)
a. Knowl edge
(1) Graduate of Naval Inspector General School curriculum
(2) Working know edge of the:

(a) Naval Inspector GCeneral Investigations Mnual and
i nvestigative procedures including EEO Conpl aint |Investigations and Hotline
I nvestigations.

(b) JER, Standards of Conduct, and Navy Audit Service processes.

(3) Broad know edge of COWAVRESFOR progranms and COVNAVSURFRESFOR/
COWNAVAI RESFOR i nspection prograns.

(4) Ability to:

(a) Apply sound, independent judgment in executing various duties

i nvol ved with investigating and evaluating all egations of wrongdoi ng by
nmenbers of the Naval Reserve Force.

(b) Establish and maintain effective working relationships
within all levels of COWAVREFSOR, COWAVSURFRESFOR, and COWNAVAI RESFOR, as
wel | as other conmands.

(c) Effectively enploy Mcrosoft Wndows conputer systems to
include the followi ng applications: M crosoft O fice Professional Suite
(Word, Access, Excel, and PowerPoint), G oupWse electronic mail, and
I nternet browsers.

(d) Supervise subordinate staff.

(5) Effective telephonic comunication skills, including the ability
to objectively conduct telephone interviews Wi th hotline conplainants and
provi de know edgeabl e counseling in situations.

(6) Persuasive witing and public speaking skills. Strong ability to
deliver effective presentations to diverse audiences ranging from a small
cl assroom environnent to larger instructional synposia.
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7. NOO2S Administrative Assistant (Yeoman)

a. Know edge

(1) Graduate of Naval Inspector General School curriculum

(2) Working know edge of the Naval Inspector Ceneral I|nvestigations
Manual and investigative procedures including EEO Conpl aint |Investigations
and Hotline Investigations.

(3) General working know edge of the JER Standards of Conduct, and
Navy Audit Service processes.

(4) Broad know edge of COVWNAVRESFOR, COWNAVSURFRESFOR, and
COWNAVAI RESFOR i nspection prograns.

(5) Ability to establish and maintain effective working relationships
within all levels of COWAVRESFOR, COWAVSURFRESFOR, COWNAVAI RESFOR, as well
as other commands.

(6) Effective telephonic communication skills including the ability
to objectively conduct tel ephone interviews with hotline conplainants and
provi de know edgeabl e counseling in situations.

(7) Ability to effectively enploy Mcrosoft Wndows conputer systens
to include the follow ng applications: M crosoft O fice Professional suite
(Word, Access, Excel, and PowerPoint), G oupWse electronic mail, and
I nternet browsers.

(8) Full range of office clerical skills to include correspondence
menagenment, database managenent, filing systens, and supply procedures.

8. NOOD SA Force Dental Oficer (Flag Oficer)

a. M ssi on. Provi des advice, consultation, and assistance to
COWAVRESFOR, COWAVSURFRESFOR, and COWNAVAI RESFOR in all dental matters as
directed by COWAVRESFOR

b. Functi ons. Serves as the principal advisor to COWAVRESFOR on all
dental issues.

c. Command Rel ationships

(1) SA to COWAVRESFOR, COWNAVAI RESFOR, and COVWNAVSURFRESFOR

(2) Liaison with the Bureau of Medicine and Surgery (BUMED) Dental
Prograns, O fice of the Chief of Naval Operations (OPNAV) (N0931), and the
Director, Naval Reserve (N095).

d. Key Processes

(1) Mnitors COWAVRESFOR s dental policy, dental readiness, dental
health prograns, and identifies personnel to support operational
requi renents.

(2) Devel ops COVWNAVRESFOR dental policy, directives, and other
communi cati ons concerni ng dental issues.
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e. Tasks

(1) Co-Chairperson of the Naval Reserve Health Services Flag Council.

(2) Exercises oversight of Naval Reserve nmedi cal readiness to respond
to crisis, contingencies, and nobilization.

Menmor andum (POVM) subni ssion/issues with NOOM and NO1M

(4) Acts as the COVNAVRESFOR pl anning agent for Integrated CONUS
medi cal nmobilization planning.

(5) Develops cost-effective alternative approaches for providing
dental health care services to Reservists.

f.  Know edge

(1) Must be a Naval Reserve Dental Corps Flag Oficer appointed by
COWNAVRESFOR.

(2) Broad know edge and understandi ng of:
(a) BUMED policies, prograns, and directives.
(b) Naval Reserve Force policies, prograns, and directives.
(c) Manual of the Medical Departnent.

(3) Basi ¢ know edge of MRNpower , traini ng, and Pr ogram O)J ective
Menmor andum budget process.

(4) Ability to plan, direct, and coordinate conplex programs
pertaining to the health of the Force.

9. NOOG SA Force Religious Programs Oficer (Flag Oficer)

a. Mssion. Provi des advice, consultation, and assistance to
COWAVRESFOR on religious prograns.

b. Functions. Serves as principal advisor to COVNAVRESFOR on religious
prograns.

c. Command Rel ationshi ps

(1) Liaises with the Director, Religious Mnistries (N097) and
Director, Naval Reserve (N095).

(2) Coordinates with COWAVRESFOR Force Chaplain (N01G on Naval
Reserve religious mnistry personnel and training natters.

d. Key Processes. Moni t ors COVNAVRESFOR Rel i gi ous Program Policy to
support contingent and operational requirenents.

[-10
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e. Tasks

(1) Exercises strategic oversight of the Naval Reserve religious
programs to respond to crisis, contingencies, and nobilization.

(2) Acts as the COWAVRESFOR strategic planning agent for integrated
CONUS religious prograns nobilization planning.

f. Knowl edge
(1) Must be a Naval Reserve Chaplain Flag Oficer.
(2) Broad know edge and understanding of:
(a) Religious Programs policies and directives.
(b) Naval Reserve Force policies, prograns, and directives.
10. NOOM Force Medical Oficer (Flag Oficer)

a. M ssi on. Provi des advice, consultation, and assistance to
COMNAVRESFOR, COWNAVSURFRESFOR, and COVNAVAI RESFOR.

b. Functi on. Serves as the principal advisor to COWAVRESFOR on all
Health of the Force issues.

C. Command Rel ati onshi ps

(1) SA to cOWNAVRESFOR, COWNAVSURFRESFOR, and COWNAVAI RESFOR in
Health of the Force matters.

(2) Liaison with BUVED, OPNAV (N0931), and the Director, Naval
Reserve (N095).

d. Key Processes

(1) Coordinates the activities of Naval Reserve Medical Departnent
Flag Oficers.

(2) Devel ops COWAVRESFOR nedical policy, directives, and other
comuni cation concerning medical issues.

e. Tasks
(1) Chairperson of the Naval Reserve Health Services Flag Council.

(2) Exercises oversight of the Naval Reserve in medical readiness to
respond to crisis, contingencies, and nobilization.

(3) Coordinates the devel opnent of COMNAVRESFOR POM submi ssion/issues
wi th NOOD and NO1M

(4) Acts as the COWAVRESFOR principle-planning agent for Integrated
CONUS nedi cal nobilization planning.

I-11



COMWNAVRESFORI NST  5400. 17D

22 FEB 200M

f. Knowl edge

(1) Naval Reserve Medical Corps Flag Oficer appointed by
COVNAVRESFOR.

(2) Broad know edge and understandi ng of:
(a) BUMED policies, progranms, and directives.
(b) Naval Reserve Force policies, prograns, and directives.
(¢) Manual of Medical Departnent.

(3) Basic know edge of manpower, training, and POM budget process.

(4) Ability to plan, direct, and coordinate conplex prograns
pertaining to the health of the Force.

I-12
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Section Il — Deputy, Commander, Naval Reserve Force (NOOB)
1. NOOB Deputy, Commander, Naval Reserve Force (Captain)

a. M ssi on. Assi sts and advises the Conmander in all matters related to
executing the mssion of COVWNAVRESFOR

b. Functions. Acts as principal advisor to COWAVRESFOR on all matters
of major inportance relating to the mission of COWAVRESFOR  Assists
COWAVRESFCR in the discharge of responsibilities.

C. Command Rel ationships. Assists COWNAVRESFOR in liaison wth
commands, agencies, and offices to obtain resources required for readiness of
t he Naval Reserve. Directs Disaster Preparedness Plan for Naval commands
within the New Ol eans area.

d. Key Processes. Ensures the organization, readiness training,
administration, and operations of COWAVRESFOR are carried out per the
policies, plans, and intentions of the Comrander.

e. Tasks

(1) Renders decisions and initiates action on matters for which the
policies of COWAVRESFOR have been established.

(2) Reviews and initiates current and |ong-range plans necessary for
an effective and vital Naval Reserve Program

(3) Keeps infornmed on all nmjor issues, duties and acconplishnents of
the various staff elements through the COS. Performs Area Coordinator
functions in the absence of the Commander to include:

(a) Represents the Conmander at various social functions/
activities in the |local community.

(b) Establishes CNO Regional Area Coordinator (RAC) policy and
i ssues instructions pertaining to:

1. Uniform policy

2. Qality of Life Prograns

3. Navy Family Onrbudsman Program

4 Procedures for handling sexual assault/rape cases

5. Navy-Marine Corps Relief Society Advisory Board, New
Ol eans Auxiliary

6. New Oleans Regional Navy Drug and Al cohol Advisory
Counci |

1. DoD Participation in Mardi Gas events

8. Health Care Consuner Council

-1
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9 Adnministrative Disnissal of Civilian Enployees in
emer gency situations

10. Fam |y Advocacy Program
11. Participation in Courts—Martial and Boards of Inquiry
f.  Know edge

(1) Thorough know edge of the Naval Reserve Force, its mission,
function, operation, and management.

(2) Well-versed in matters of protocol and able to effectively
communi cate at all |evels.

2. NOOS Secretary (Givilian)

a. Functi on. Supervi ses the administrative processes of the Ofice of
COWMNAVRESFOR.

b. Command Rel ati onship. Reports to Deputy, COWAVRESFOR Liaises with
Director of Naval Reserve (N095) in the performance of administrative duties.
Works closely with the Protocol Oficer and Flag A de.

C. Key Processes. The principal personal adninistrative assistant to
COWAVRESFOR and Deputy, COVNAVRESFOR

d. Tasks

(1) Provides assistance to offices and departments, coordinates and
prepares information, adninistrative tasking and correspondence, conpletes
projects and requests for information from higher headquarters as designated
by the Commander, Deputy, or COCS.

(2) Maintains and tracks officer fitness reports to include
preparation of Periodic, Detaching, Special, and M d-Term Counseling reports
on all officers assigned to the staff of COWNAVRESFOR in New Ol eans.

(3) Responds to inquiries and adnministrative taskings brought to the
Commander or the Deputy by nenmbers of the staff, other Navy, DoD, or federal
organi zations, congressional staff, and state and |ocal officials.

(4) Receives and screens correspondence subnmitted for the Commander,
Deputy Commander, and COS's signature for clarity of thought, conpleteness,
granmmatical, and procedural accuracy.

(5) Drafts and types a variety of Flag correspondence, including
personal and official letters and menoranduns.

(6) Prepares Tenporary Additional Duty (TAD) order requests for the
Admiral, Flag Aide, Deputy, and COWNAVRESFCR.

(7) Verifies, gathers, assenbles, and prepares reports pertaining to
travel obligations to include nid-year review and annual travel budget
submi ssi on.

(8) Controls and maintains the signature facsinile stanmp for
COWNAVRESFOR and uses it with a keen sense of discretion on travel orders,
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(8) Controls and nmintains the signature facsinile stanmp for
COWNAVRESFOR and uses it with a keen sense of discretion on travel orders,
awards, or personal correspondence for COWAVRESFOR as directed by the Deputy
and CCS.

(9) Schedules the use of the cerenonial areas of the F. Edward Hebert
Def ense Conpl ex.

(10) Exercises control over the COWAVRESFOR appointnent cal endars
and activities relating to visits to the New Orleans office and for daily
events involving the Deputy and COS appoi ntnents.

(11) Screens all calls and visitors, answering questions, and
conpl eting nost business involving established policy or routine natters
without referral to the Deputy or COCS.

(12) Arranges conferences, neetings and briefings, establishing tine
and pl ace.

(13) Maintains personal contact with and perforns liaison functions
for COWAVRESFOR, whether the Admiral is in Washington, DC, New Ol eans,
Loui si ana, or TAD.

(14) Maintains a close analysis of items on hand purchased with
Oficial Representation Funds.

(15) Controls command plaques and requests for their issuance.

(16) Attends weekly line-up neeting. Prepares and distributes
mnutes for the |ine-up neeting.

(17) Responsible for all official mail addressed to the COVWNAVRESFOR
Deputy, and CCS.

(18) Civilian timekeeper for personnel reporting to Deputy/ CCS.

(19) Conducts monthly 2-hour training for Petty Oficers standing the
Deputy Watch.

e. Know edge
(1) Sound foundation of admnistrative concepts and practices.
(2) Know edge of:

(a) COWAVRESFOR s views sufficient to affect necessary |iaison
bet ween superior and subordi nate commands in the exchange of information and
be able to assist the Deputy and COS with inherent admnistrative tasks.

(b) Principles and practices of office admnistration, and
COWAVRESFOR policies, preference and procedural matters to relieve the

conpl ex and diverse administrative burdens of the office.

(c) Required correspondence, nessage, etc., formats, grammar,
spelling, and punctuation.
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(d) Protocol with respect to higher echelons, other nilitary
activities or government officials due to frequency of interaction.

(e) Key public and civic officials who have an interest in the
Navy and Naval Reserve prograns.

(3) Skill in:
(a) Advising and instructing other secretaries, clerical support
personnel, and staff nenbers in subordinate organizations concerning such
matters as directives, reports, correspondence, and telephone procedures.

(b) Oral and witten conmunications.

(c) Planning, organizing, and coordinating work in dynamic
situations where workload priorities and deadlines are constantly changing.

(d) Typing at a high level of proficiency.

(e) Operation of word processing software and office automation
features.

(4) Public relations acunen is vital in this highly visible position.
3. NOOC SA Force Change Managenent O ficer (Captain)

a. M ssi on. Assi sts and advises the Commander in natters related to
change nanagenent/operations inprovenent for COVNAVRESFOR

b. Functi ons. Acts as principal advisor to COMWAVRESFOR for change
managenent .

c. Command Rel ationshi ps. SA and technical advisor to COVNAVRESFOR

d. Key Processes. Facilitates change nanagenment throughout the Naval
Reserves.
e. Tasks

(1) Principal Naval Reserve authority on strategic alignment and
integration of business processes, business transfornation, business process
reengi neering, work systems, custoner—driven performance, i ssion
effectiveness, and other mmjor tenets Of the Naval Reserve Performance
| nprovenent Criteria.

(2) Build infrastructure for Operation Inprovenent of the Force.

(3) Coordinate Force Executive Steering Comrittee (FESC) efforts in
support of the Leading Change Initiative.

(4) Manage organization participation in Quality Award Prograns.

f. Know edge

(1) Thorough know edge of the Naval Reserve Force, its mssion,
function, operation, and nanagemnent.
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(2) Well-versed in matters of protocol and able to effectively
conmuni cate at all |evels.

4. NOOCl1 Force Change Managenent Advisor (Civilian)

a. Mssion. To provide COWAVRESFOR with technical advice on natters
related to the application of the Naval Reserve Performance Foundati on,
benchmar ki ng, business process reengi neering, and other operational
i nprovenent/ change nanagenent techniques.

b. Functi ons

(1) Facilitates the integration of structured managenment systens.

(2) Recommends policies and, in the absence of the Force Change
Managenment O ficer, makes decisions that inmpact the success of Naval Reserve
Management Systens.

(3) Contributes directly to the ability to inprove processes at all
I evel s of the Naval Reserve.

c. Command Rel ationships

(1) Technical advisor to COVNAVRESFOR

(2) Interfaces with senior officials and managers of all military
services, representatives of private industry, and all echelons wthin
COWNAVRESFOR.

d. Key Processes

(1) Facilitates the Naval Reserve ESC in determining how to apply
operational inprovenment/change managenment techniques and the best practices
of leaders to address the mmjor chall enges and opportunities for further
i mproving the Naval Reserve's operating efficiency and effectiveness.
Operates as the architect for selective prototyping of these techniques and
practices, and followon, broad-based inplementation strategies.

(2) Assists the Force Change Managenent Oficer in forums dedicated
to the devel opnent and advancenent of operational inprovenent/change
managenent techni ques and best practices.

(3) In the absence of the Force Change Managenent O ficer, represents
the Naval Reserve in formal and informal neetings and conferences wth
busi ness, acadenmic, and government |eaders where the subject matter includes
the application of operational inprovenent techniques.

e. Tasks

(1) Conducts independent reviews and assessnments in inplenenting the
Naval Reserve Performance Foundation, benchnarking, business process
reengi neering, and other operational inprovenent/change nmanagenent techniques
in the Naval Reserve. Applies a detailed, working know edge of the Naval
Reserve, as well as a critical understanding of high-level business nethods
and processes. Consults with |l eaders in industry, academ a, CGovernnent, and
with consultants in these reviews and eval uations.
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(2) Extends and expands on business theory and its direct, inmediate
application to Naval Reserve issues and challenges. After consulting with
recogni zed business |eaders, acadenics, consultants, and CGovernnent |eaders,
NOOC1 informs COVNAVRESFOR of nodern managenent practices and codifies the
new knowl edge in reports, conference proceedings, and formal/infornmal
bri efings and publications.

(3) Is the principal Naval Reserve authority on the strategic
alignnent and integration of business processes, business transformation,
busi ness process reengineering, work systens, customer-driven perfornance,
m ssion effectiveness, and other major tenets of the Naval Reserve
Per f or mance Foundati on.

(4) Assists in developing inplenentation strategies for the key
assets of the Naval Reserve Performance Foundation and in cascading them down
to the Naval Reserve |eadership ranks to institutionalize the Performance
Foundati on throughout the Force.

(5) Muintains a current, high-level, working know edge of the use of
information technology to support managenent processes, Consults with
i ndustry, acadenmia, and Governnent |eaders on the latest inplenmentation of
Deci sion Support Systems, Executive Decision Systens, and Mnagement Support
Syst ens.

f. Know edge

(1) In-depth know edge of the theory, principles, practices, and
techni ques of organizational inprovenent/change managenment and statistical
process control,

(2) skill in applying a wide range of nethods used to gather,
anal yze, and evaluate information concerning managenent processes to derive
concl usions and reconmmend appropriate action.

(3) Ability to:

(a) Maintain effective work relationships with top officials and
senior managers of other nilitary services, DoD, private industry, and other

conponents of DON.

(b) Deal effectively with a wide variety of senior managers
concerni ng conplex organizational and technical issues.

(c) Negotiate with various |evels of managenment to nerge
conflicting requirenents and devel op conpronises that optinize desired
results.

(4) Know edge of the organization and mssion of the Naval Reserve
Force, including structural relationships of nilitary and civilian personnel
and related training prograns.

(5) Skill in witten and oral conmunications to prepare and present
findi ngs/reconmmendations and carry out specific actions regarding
controversial issues. Responsi ble for inplenenting new ideas and concepts.
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5. NOOE DON O fice of the Assistant General Counsel (Installations and
Envi ronnent) General Counsel of the Navy Attorney-Advisor (Environmental Law
Ethics/Civilian Personnel Law)

a. Mssion. Provi des Navy—-wi de legal service in the broad field of
general business and comercial law, including legal matters related to the
acquisition, custody, managenent, transportation, and disposition of real and
personal property, patent, and copyright |egal matters, the procurenment of
services, adnministrative and civilian personnel |aw, environnental |aw,
governnent ethics, and general legal matters affecting the DON

b. Functi ons

(1) Provides advice, consultation, and assistance to COVNAVRESFOR,
COWNAVAI RESFOR, COWAVSURFRESFOR, the DCOS', SAs, staff menbers, and Naval
Reserve Readi ness Command (REDCOM) Staff Judge Advocates within the
COWAVRESFOR claimancy in all legal matters as directed by COWAVRESFOR

(2) Provides advice and counsel while performing all l|egal functions
for COWNAVRESFOR, and/or their designees, in performance of the
responsibilities as the U S Navy's legal Area Coordinator for the M d—CONUS
Regi on which includes, but is not linmted to, the follow ng: North Dakot a,
Sout h Dakota, Nebraska, Kansas, Oklahoma, M nnesota, |owa, M ssouri,

Arkansas, and Loui siana.

c. Command Rel ationships

(1) The incunbent is an attorney-advisor enployed by the DON O fice
of the General Counsel, Washington, DC. However, the office for day-to-day
enpl oynent purposes is on the staff of COWAVRESFOR, New Ol eans, Louisiana.

(2) Provides senior-level advice and counsel to one of the DON s Area
Environnental Coordinators (AEC or AECs, as appropriate) /Regional Environ-
mental Coordinators (REC or RECs, as appropriate). Li ai ses with Federal,

Regi onal , State, Local and nmunicipal environmental agency's, other agencies,
and other military services.

d. Tasks

(1) As the senior Navy environnental law ethics |aw specialist in the
region, the incunbent is responsible for consulting with appropriate
officials in the Ofice of the Assistant General Counsel (lnstallations and
Environnent) on the current and authoritative interpretations of environ-
mental and ethics |aws and regul ations so that tinmely and conpl ete advice can
be provided to the AEC/ REC

(a) Provides staff support and senior-level |egal advice and
counsel to the COWNAVRESFOR, New Orleans, Louisiana, in the dual capacity as:
(1) An echelon Il major claimant; and (2) as one of the Navy's pernanent
AEC/REC (i.e., for Environmental Protection Agency (EPA) Regions 7 and 8).
Responds to Major claimant and REC requests for |egal advice, counsel, and
assi stance across the entire spectrum of these responsibilities, including
issues relative to Base O osure and Realignment (BRAC) as well as the
St andards of Conduct and Ofice of U S Government Ethics (OGE); Alternative
Di spute Resolution (ADR); Regionalization; and office of Mnagenent and
Budget (OVMB) A-76 Circular Qutsourcing and Privatization initiatives.

-7



COWNAVRESFORI NST  5400. 17D

22 FEB 2000

Provides training nationwi de involving a w de-variety of |Iegal,
environnmental, ethics, and administrative |aw personnel |aw issues.

(b) DON Ofice of the General Council (0OGC) Environnmental Counsel
advi ses COWNAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR on any and all
environnental -1egal nmatters clainmancy—w de/ nationw de.

(c) DON OGC Environmental Counsel for COVWNAVRESFOR an echelon |1
command with over 200 Naval Reserve installations nationw de. I ncunbent acts
as Environnmental Counsel to the U S. Navy's AEC for EPA Regions 7 and 8, and
as Environnmental Counsel to the Navy REC for EPA Regions 7 and 8 (i.e. , a
geographi ¢ area enconpassing 10 states and the Louisiana @ulf Coast Region).

(d) DON OGC Environnental Counsel provides advice to
COMNAVRESFCR , COWNAVAI RESFOR, and COWNAVSURFRESFCOR on the full range of
environmental |egal issues arising at Naval Reserve Force installations
nationwi de, for which the respective echelon Ill Flag Conmanders are directly
responsi ble; and for the advice necessary to allow COMWAVRESFCR to discharge
the duties as AEC and REC.

(e) DON OGC Ethics Counsel is responsible for the provision of
| egal advice, counsel, and assistance in all matters dealing with Naval
Reserve Force civilian enployee’s and the U S. Governnent Ethics
Regul ation(s) inclusive of the OGE pronouncenents and DoD s inplenenting
instruction(s), to wt: Ref erence DoD 5500. 7R of 30 August 1993, as anended.

(f) DON OGC Ethics Counsel is responsible for the provision of
advice, counsel, and assistance in all matters dealing with Naval Reserve
Force civilian enployees and ADR techniques. The tinmely provision of |egal
advice and counsel to the three Flag Commanders (i.e., COVNAVRESFOR/
COWNAVAI RESFOR/ COWNAVSURFRESFOR) is the key in these regards.

(g) DON OGC Ethics Counsel is responsible for the provision of
advi ce, counsel, and assistance to the three Flag Commanders in the area of
the DON s Regionalization, Qutsourcing, and Privatization initiatives.

(2) Participates in the nmonitoring and support of ongoing efforts by
Navy conponents to provide current and accurate information about |egal
requirenments in environnental, ethics, and related matters to those who have
need for the information. The incunbent also monitors proposed Federal,
Regi onal, State, Local and municipal |egislation, and other Congressional or
legislative activities as assigned and furnishes appropriate and pertinent
advice and services to the AEC/ REC and, through this individual, to naval
activities in the region with respect thereto.

e. Knowl edge

(1) Qualified attorney and active nenber of the bar of a state or
federal court, and have experience as an attorney-advisor handling
significant legal matters.

(2) Specialized know edge and experience in Environnental Law and
U S. Covernnent Ethics/Standards of Conduct.

(3) Know edge of |egal principles.
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(4) Denonstrates maturity, sound judgnent, the ability to find
solutions to very difficult problenms, and the patience, stanmna, and drive to
carry out the functions and tasks under demanding circunstances, requiring
the application of expert |egal know edge.

(5) Ability to:

(a) Communicate effectively both orally and in witing.
Participates in the training and instruction of other DON personnel,

including attorneys, in the area of environnental |aw, ethics, administrative
and personnel (civilian) |aw

(b) Draft, review, and interpret conplex |legal and factual
materials for the AEC/ REC.

(c) Work independently perform ng research and analysis; plan and
devel op menoranduns, reports, and opinions; and represents the US.
CGovernnent at negotiation sessions when required.

(d) Make deci sions.

(e) Interact professionally with civilian and nilitary persons at
various |evels.

(f) Recomend appropriate action to reflect and respond to the
| egal issues presented.

(6) Expert know edge of Navy policy.

(7) Know edge of legal requirements of statutes, case |law, and
regul ations, directives and policy statenents.

6. NOOF SA Financial Managenent (Cvilian)

a. Mssion. Provi des the necessary policy, guidance, and direction to
ensure formulation and submission of tinmely, accurate, high quality budgets
that adequately address the mission and program needs of the clainmancy.

b. Functi ons. Serves as principal advisor to COMWAVRESFOR in all
matters related to financial managenent. Manages, directs, and coordinates
budget execution of all General and Wbrking Capital Funds allocated to the
claimancy to ensure their proper use for mission and program support wthin
the legal and regulatory guidelines associated with such funds.

c. Command Rel ationships

(1) Performs duties as Staff and Force Conptroller.

(2) Reports directly to the Deputy, COWAVRESFOR for matters
pertaining to day-to-day financial managenent, and keeps the Deputy i nforned
on the status of assigned prograns and projects.

(3) Reports directly to the COWAVRESFOR for financial integrity and

responsibility for overobligation/overexpenditure of command funds per
Section 31 USC 1517.
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d. Key Processes. Est abl i shes short and |ong-term financial goals,
objectives and related policy, which are realistic and responsive to
COWAVRESFOR' s goal s and priorities.

e. Tasks

(1) Coordinates action on all matters related to COVWAVRESFOR s
resources including budget fornulation, apportionnent, justification, and
execution.

(2) Administers financial systems and procedures used in determning
resources requirements, distribution, and use of allocated resources.

(3) Mnitors and directs the execution of COWAVRESFCR s financi al
pl an, including effectiveness of use of resources, conpliance wth
constraints, limtations, thresholds of flexibility, or other guidance as
required by law, regulation, or policy of higher authority.

(4) Provides analyses in areas of interest and responsibility using
financial and statistical data.

(5) Pronotes econony and efficiency in the management of resources.

f.  Know edge and Ability

(1) Broad know edge of financial systens and procedures.
(2) Ability to:
(a) Supervise and direct the execution of COVNAVRESFOR fi nanci al
plan, including effective use of resources, conpliance with constraints,

limtations, and thresholds of flexibility, or other guidance as required by
law, regulation, or policy from higher authority.

(b) Manage and supervi se subordi nate staff.

(c) Establish and nmintain effective working relationships with
all levels of COWAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR, as well as
superior and subordi nate conmands.

(d) Develop and present flag-level briefings.

7. NOOFB Deputy SA for Financial Management/Deputy Conptroller
a. Tasks
(1) Assists in coordinating all matters related to COWAVRESFOR s
resources, including budget formulation, apportionment, justification, and

execution.

(2) Administers financial systems and procedures used in determning
resource requirenents, distribution, and use of allocated resources.

(3) Mnitors and assists the direction and execution of COVNAVRESFOR
financial plans, including effective use of resources, conpliance wth
constraints, limtations or other guidance as required by law regulation, or
policy of higher authority.
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(4) Provides analyses in areas of interest and responsibility using
financial and statistical data.

(5) Pronotes econony and efficiency in the management of resources,

(6) Reports to Force SA for Financial Mnagenent in the performance
of duties.

b. Know edge
(1) Proven financial managenment wth subspecialty 0031Q required.
(2) Ability to:

(a) Manage and supervise financial management personnel through
subordi nate supervisors.

(b) Establish and maintain effective working relationships with
all levels of COWAVRESFOR COWNAVAI RESFOR, and COVWNAVSURFRESFOR, as well as
superior and subordi nate conmands.

(c) Apply sound, independent judgnent in inplenenting and
executing the various duties involved with financial nanagenent prograns.

(d) Devel op and present Flag |evel Briefings.
(3) Expert know edge of financial systens and procedures.
8. NOOFA Administrative Assistant (Enlisted)
a. Know edge
(1) Yeoman rating.

(2) Thorough working know edge of the Navy Correspondence Manual and
the Navy Performance Evaluation and Counseling Systens Mnual .

(3) Ability to:
(a) Type and receive naval nessages.
(b) Prepare correspondence and instructions.
(c) Route incom ng and outgoing mail.
(d) Purchase supplies and nmaintain stock |evels.
(e) Performcivilian personnel timekeeping skills.

(f) Research, analyze, interpret, and apply rules, regulations,
and procedures.

(g) Establish and nmaintain effective working relationships wth
all levels of COWAVRESFOR, COWNAVAI RESFOR, and COVNAVSURFRESFOR,

(4) Know edge of basic conmputer skills. Proficiency in GoupWse,
M crosoft Wrd, Access, Excel, and Powerpoint.
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9. NOOF1 Qperations and Managerment, NR Budget O ficer
a. Tasks

(1) Supervises civilian staff within the code, establishing work
priorities, and ensuring deadlines and quality are nmet.

(2) Prepares civilian performance appraisals.

(3) Serves as consultant to the command on all O&WR budget and cost
anal ysis activities. Provi des managenent with financial information such as
conpari sons of actual performance to the plan and identification of
variances. Represents the command on a variety of working groups,

(4) Analyzes the budgetary inmpact of new or revised |egislation,
policies, and procedures. Devel ops comand budget policies based on
interpretation of circulars, directives, and regulations issued by OvB, DoD,
service headquarters, and Coast Guard (CG deci sions.

(5) Provides instructions, planning factors, cost analysis, and
budget policy guidance to managers for devel oping organizational and
substanti ve program throughout the conmand. Revi ews and anal yzes budget
subm ssions including budgetary goals, tinetables, mlestones, and criteria
for assessing program cost-effectiveness. Negoti ates a consolidated
organi zati on budget for subnission to agency |evels.

(6) Allocates O&WNR funds to operating budget hol ders based on an
anal ysis of organization budget estimates, historical expenditures, projected
wor kl oad, and approved funding.

(7) Coordinates and reacts to funding and programatic changes.
Eval uates the effect of cost and program changes on the budget execution
process. Anal yzes productivity, workload, and program acconplishnents.

(8) Oversees the preparation of a variety of reports covering the
status of funds, expenses and obligations, as required.

(9) Monitors year-end closing to ensure proper and full use of
provided funds, wth no antideficiency violation.

(10) Conducts special studies and gathers data from field organiza-
tions to resolve variances or to solve conplex problens. Reconmends
financial strategies and actions for neeting program requirenents.

(11) Analyzes authorization and appropriations |egislation for inpact
on QG&WNR prograns and funds. Devel ops recommendations for Program Budget
Deci sions (PBDs) and financial policies.

(12) Analyzes and interprets agency/DoD/) OVMB budget and program
gui dance. Reviews, conplies, sumarizes, and prepares budgetary data in
PBDY budget gui dance. Provi des budget formulation assunptions, guidance, and
techni cal assistance to |lower |evel organizations.

(13) Attends briefings and conferences to justify and defend budget
estimates, program and resource requirements, and appropriation requests.
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(14) Identifies requirenents shortfalls and trade-offs and prepares
appropriate supporting docunentation.

b. Know edge
(1) Possesses proven Financial Mnagenent subspecialty code (C)031Q.
(2) Leadership ability, including the ability to coach, nentor, and
chal | enge subordinates; ability to adapt |eadership style to a variety of
situations and nodel high standards of honesty, integrity, trust, openness,
and respect for the individual by applying these values to daily behaviors,

(3) Ability to:

(a) Recogni ze and anal yze problens, conduct research, sumarize
results, and nake appropriate recomendations.

(b) Communicate effectively in witing.

(c) Conduct studies, analyze data, develop alternatives, and nake
recomrendati ons to resolve budget problens,

(d) Gve oral presentations.
(e) Negotiate.
(f) Advise others.
10.  NOOF1B/ 11 Operations and Managenent, NR Lead Analyst (Civilian)

a. Tasks

(1) Serves as the Deputy to the OZMNR Budget Officer on all budget

and cost analysis activities. Prepares financial information such as
conpari sons of actual performance to the financial plan and identification of
vari ances. Represents the Budget Oficer on project teans, as assigned.

(2) Analyzes and interprets agency/DoD) OMB budget and program
gui dance. Reviews, conpiles, sumarizes, and prepares budgetary data in
PBD/ budget gui dance. Prepares budget fornulation assunptions, guidance, and
techni cal assistance for |ower |evel organizations.

(3) Reviews, analyzes, edits, and consolidates budget subnission
dat a. Prepares a nultitude of specialized budget summary reports for
submi ssion to agency/Office of the Secretary of Defense (OSD)/QOVB.

(4) Attends conferences and briefings to justify and defend budget
estinmates.

(5) Analyzes authorization and appropriations |egislation for inpact
on O&WNR prograns. Devel ops recommendations for force financial policies and
replies to PBDs. Devel ops budget/ program processes, procedures, and gui dance
for executing financial managenent plans and prograns.

(6) Mintains program and adninistrative reference naterials, project

files, and relevant background docunents and nake available policies,
procedures, and witten instructions for the Budget O ficer to the station
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anal ysts; mmintain current know edge to answer questions from analysts on
procedures, policies, directives, etc.

(7) Monitor and report on the status and progress of analysts’ work,
checking on work in progress, and reviewi ng conpleted work to see that work
priorities, quality, and deadlines are net.

(8) Compiles recomended allocations of funds to individual budget
hol ders based on an anal ysis of budget estimates, historical expenditures,
projected workload, and approved funding.

(9) Mnitors the use and rate of expenditure of budgeted funds
t hrough continuing dialogue with nmanagenment officials and their staffs and
review of witten docunents. Advises the Budget Officer on the status and
availability of funds.

(10) Conducts special studies, analyzes data trends, devel ops
projections of current year program funding requirenments, and recomends
financial strategies and actions for meeting program requirenments, as
directed by the Budget Oficer.

b. Know edge
(1) Ability to:
(a) Guide others to goal acconplishnent.
(b) Apply procedures, requirenments, regulations, and policies
related to financial managerment, including the ability to maintain
credibility with others on technical matters.

(c) Recogni ze and anal yze problenms, conduct research, sumarize
results, and nake appropriate recomendations.

(d) Comunicate effectively in witing.
(e) Fornulate, justify, and execute assigned budget.

(f) Conduct studies, analyze data, develop alternatives, and nake
recomrendati ons to resolve budget problens.

(g) Gve oral presentations.
(h) Negotiate.

(2) Know edge of:
(a) Budgeting for O&WNR funds.

(b) Single-year appropriations, their characteristics, uses,
applications, and structure.

(c) Policies, procedures, and regulations governing budgetary
processes.

(d) DoD Pl anning, Programming, and Budgeting System (PPBS), its
process, products, term nology, and guidance docunents.
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(e) Autonmatic Data Processing (ADP) system capabilities to
effectively conplete assignnents.

11, NOOF111 Budget Analyst (Civilian)
a. Tasks

(1) Analyzes and interprets agency/DoD) OMB budget and program
gui dance as it relates to civilian personnel. Reviews, conpiles, sunmmarizes,
and prepares budgetary data in PBD budget guidance. Prepares budget
fornul ation assunptions, guidance, and technical assistance for |ower |evel
organi zat i ons.

(2) Reviews, analyzes, edits, and consolidates budget submnission
dat a. Prepares a nultitude of specialized budget summary reports for
subni ssion to agency/ CSD/ OVB.

(3) Attends conferences and briefings to justify and defend budget
estimates .

(4) Analyzes authorization and appropriations legislation for inpact
on civilian personnel programns. Devel ops reconmendations for force financial
policies and replies to PBDs. Devel ops budget/program processes, procedures,
and guidance for executing financial managenment plans and prograns.

(5) Maintains program and administrative reference materials, project
files, and relevant background docunments and nekes avail able policies,
procedures, and witten instructions for the Budget Oficer to the station
anal ysts; mmintains current know edge to answer questions from anal ysts on
procedures, policies, directives, etc.

(6) Conpiles recomended allocations of funds to individual budget
hol ders for civilian personnel funding based on an anal ysis of budget
estimates, historical expenditures, projected workload, and approved funding.

(7) Monitors the use and rate of expenditure of budgeted funds
t hrough conti nui ng di al ogue with managenent officials and their staffs and a
review of witten docunents.

(8) Conducts special studies, analyzes data trends, devel ops
projections of current year program funding requirements, and recommends
financial strategies and actions for meeting program requirenents, as
directed by the Budget Oficer.

b. Knowl edge

(1) Ability to:

(a) Apply procedures, requirements, regulations and policies
related to financial management, including the ability to maintain
credibility with others on technical matters.

(b) Recogni ze and anal yze problens, conduct research, sumarize
results, and nake appropriate reconmmendations.

(c) Communicate effectively in witing.
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(d) Conduct studies, analyze data, develop alternatives, and make
recomrendations to resolve budget problens.

(e) Gve oral presentations.
(2) Know edge of:
(a) Budgeting for civilian personnel funds.

(b) Single-year appropriations and their characteristics uses
applications and structure.

(c) Policies processes procedures and regul ati ons governing
budgetary processes.

(d) DoD PPBS, its process, products, terninology, and guidance
docunents.

(e) ADP system capabilities to effectively conplete assignnents.
12 NOOF112/ NOOF113/ NOOF114 Budget Analyst (G vilian)

a. Tasks

(1) Formul ates budget submi ssions. Coordi nates reviews of applicable
portions of the budget with appropriate divisions/special SAs of COWAVRESFOR
staff.

(2) Prepares and/or reviews the narrative justification, exhibits and
annexes for assigned prograns in the budget submission to CNO to ensure
conpliance with gui dance and standards established by CNO and hi gher
authority.

(3) Directs a progress and statistical reporting system to nonitor
performance, identifies variances from plans and makes necessary financi al
adj ust ment s.

(4) Issues operating budget by limtations or constraints as
establi shed by CNO or higher authority.

b. Know edge

(1) sSkill in applying budgeting techniques in the formulating and
executing of O&WNR appropriation budget subm ssions.

(2) The PPBS, the Future Year Defense Plan (FYDP) and various titles
of the U S Code to ensure conpliance with all applicable | aws and
regul ati ons.

(3) C&WNR, and Cther Procurement, Navy budgeting and financial
managenment systens.

(4) Legal and regulatory requirements and procedures, both general
and specific, as they relate to and affect financial nanagenment and
budgeti ng.
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(5) Skill in applying analytical principles and practices to extract
useful information from status reports and financial statements to anal yze
program plans and to recomrend and/or effect revisions when necessary.

(6) Skill in conmunicating effectively both orally and in witing and
be persuasive and harnoniously effective in dealing with numerous outside
cont act s.

13. NOOF12 Director Headquarters O&WNR Budget (Civilian)
a. Tasks

(1) Responsible for the allocation of funding based on approved
budget prograns.

(2) Reports directly to the SA for Financial Mnagenent for financial
integrity and responsibility for over obligation/over expenditure of conmand
funds per Section 31 USC 1517.

(3) Plans, organizes, and carries out annual and nulti-year budgeting
in support of conmand prograns.

(4) Monitors the execution of all phases of the Headquarters O&WM\R
budget obligations and expenditures to ensure proper execution, optimm use
of funds, and acconplishnment of nmgjor clainmant mssions' objectives.

(5) Directs the analysis of variations of budget performance from
budget plan; advises on budgetary inpact, and reconmends corrective action to
resol ve unexpected problens; shifts resources to acconplish higher priority
work; or otherw se reprograns resources.

(6) Recommends spending alternatives on a pragmatic basis and is
responsi ble for reprogramm ng of funds (both major and minor) as necessary to
neet unfunded energent requirenents, Subnits budgetary and accounting
reports as required to ensure that higher authority is apprised of the
financial status of the Headquarter Conmands.

b. Know edge
(1) Broad know edge of financial systens and procedures.
(2) Ability to:

(a) Supervise and direct the execution of COWAVRESFCR fi nanci al
pl an, including effectiveness of use of resources, conpliance with con-
straints, limtations and thresholds of flexibility, or other guidance as
required by law, regulation, or policy of higher authority.

(b) Manage and supervi se subordinate staff.

(c) Establish and nmintain effective working relationships with

all levels of COWAVRESFOR, COWNAVAI RESFOR, and COVWNAVSURFRESFOR, as well as
superior and subordi nate conmands.
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14. NOOF12B Budget Analyst (G vilian)
a. Tasks

(1) Formul ates budget subm ssions. Coordi nates reviews of applicable
portions of the budget with appropriate divisions/SAs of COWAVRESFOR staff.

(2) Prepares and/or reviews the narrative justification, exhibits,
and annexes for assigned progranms in the budget submi ssion to CNOto ensure
conpliance wi th guidance and standards established by CNO and hi gher
authority.

(3) Directs a progress and statistical reporting systemto nonitor
performance, identifies variances from plans, and nakes necessary financial
adj ust ment s.

(4) Issues operating budget by limtations or constraints as
established by CNO or higher authority.

b. Know edge

(1) skill in applying budgeting techniques in the fornulation,
execution of the O&WNR, appropriation budget submi ssions.

(2) The PPBS, FYDP, and various titles of the US. Code to ensure all
applicable laws and regulations are followed.

(3) ®&WNR, and Cther Procurenent, Navy budgeting and financial
managenent systens.

(4) Legal and regulatory requirenments and procedures, both general
and specific, as they relate to and affect financial nanagenent and
budgeti ng.

(5) Skill in applying analytical principles and practices to extract
useful information fromstatus reports and financial statements to anal yze
program plans and to recomrend and/or effect revisions when necessary.

(6) Skill in comunicating effectively both orally and in witing and
be persuasive and harnoniously effective in dealing with nunerous outside
contacts.

15. NOOF121 Supervi sory Budget Technician (G vilian)
a. Tasks

(1) Reviews daily status of accounts, ensuring that detailed and

sumary accounts are in balance. Make reconmendations to resol ve outstanding

i ssues.

(2) Provides training to accounting technicians in new accounting
procedures and/or changes, financial system updates, etc.

(3) Researches and takes or coordinates corrective action in
unnat ched di sbursenents and/or |ine of account problens.
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(4) Reviews conplex and unusual docunents toO verify accounting data
and mathematical accuracy, determines necessary accounting transaction and
takes appropriate action.

(5) Actively directs and perfornms research of current accounts,
historical data, source docunents, etc., to develop and explain in detail
information not otherw se readily avail able.

(6) Devel ops conparative data which may reflect conplex relationships
bet ween accounts, tinme periods, cost of different operations, etc.,

identifies significant changes and determ nes related transactions and
causes.

b. Knowl edge
(1) Ability to:

(a) Research accounting problens and takes are coordinates
corrective action as needed. Solutions to these problens may be routine or
hi ghly conpl ex.

(b) Manage and supervi se subordinate staff.

(c) Coordinate corrective actions on unique or conplex problens
encountered by other technicians in reconciling accounts or |arge groups of
rel ated accounts involving a variety of transactions.

(d) Communicate both orally and in witing.

(2) Know edge of:

(a) Budget execution and accounting procedures applicable to the
O&WNR, appropriation. Assists other technicians both at COWAVRESFOR and
Q)er ati ng Locati on (ODL&) Pensacol a, Florida in resolvi ng di sbur senent
probl emns.

(b) O&WNR prograns coordinating obligation validations, and/or
the clearing of unmatched disbursenents.

16. NOOF1211/ NOOF1212/ NOOF1213/ NOOF1214/ NOOF1215 — Budget Technici ans (Five
Civilians)
a. Tasks

(1) Performs a variety of conplex budgetary, adm nistrative, and
statistical functions to support budget formulation.

(2) Reviews estinates ensuring anmounts are w thin established
gui del i nes. Researches, conpiles, verifies, and sunmarizes data involving
salaries, expenses, and object class and line item information.

(3) Consolidates budget estimates and issues funding docunents
i ncludi ng request for contracts, work requests, mlitary interdepartnental

purchase request, project orders, travel orders, etc. Prepares all required
docunents for review and funding authority.
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(4) Processes tinme and attendance and identifies and resol ves
i nconsi stencies with informati on subm tted, processed, and reported during
all payroll cycles as the Customer Service Representative (CSR).

(5) Establishes, maintains, and updates obligations relative to
funding activities. Ensures there is no overobligation of funds.

(6) Reviews budgetary transactions for conpliance with policies/
procedures and ensures that funds are available.

(7) Provides quality customer service and establishes good working
relati onships with all enployees and co-workers. Provides infornmation about
budget procedures to |local program managers and accounting personnel

b.  Know edge

(1) Know edge of:

(a) Agency procedures and processes covering a w de range of
budgetary transactions involving two or nore appropriations with different

guidelines or a conparable nix of appropriated funds.

(b) Funding limtations and policies to notify others of possible
viol ations of procedural and regulatory requirenents.

(c) Skill in applying basic arithmetic to verify figures in
requests of allotnments, to determine the availability of funds, and to enter
and maintain account balances to reflect funds avail able and/or expended.

(2) Ability to respond to routine inquiries and has the ability to
make detail ed explanations of procedures.

17. NCOF2 RPN Budget Director (Cvilian)
a. Tasks

(1) Serves as the consultant to the head of the command and senior

managers on all RPN appropriation matters. Provi des managenment with
financial information such as conparisons of actual performance to the
financial plan and identification of variances. Represents the command on a

variety of working groups. Acts as a functional representative on Reserve
Fi nanci al Managenent System (RESFMS) issues.

(2) Analyzes the budgetary inpact of new or revised |egislation,
policies and procedures. Devel ops conmmand budget policies based on interpre—
tation of circulars, directives, and regulations issued by OWMB, DoD, service
headquarters, and CG deci sions.

(3) Provides instructions, planning factors, cost analysis, and
budget policy guidance to nanagers for devel oping organizational and

substantive program budgets throughout the conmmand. Revi ews and anal yzes
budget subnissions including budgetary goals, tinetables, nilestones, and
criteria for assessing program cost-effectiveness. Negotiates a consolidated

organi zati on budget for subnission to agency |evels.
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(4) Coordinates and reacts to funding and progranmati c changes.
Eval uates the effect of cost and program changes on the budget execution
process. Analyzes productivity, workload, and program acconplishnents.

(5) Oversees preparing a variety of reports covering the status of
funds, expenses, and obligations, as required.

(6) Monitors prior year funds and initiates actions necessary to
mai ntai n bal ances required avoiding antideficiency violation.

(7) Conducts special studies and gathers data from field organiza-
tions to resolve variances, or to solve conplex problemns. Recommends
financial strategies and actions for meeting program requirenents.

(8) Analyzes authorization and appropriations legislation for inpact
on RPN prograns and funds. Devel ops recomendations for PBDs and financial
polici es.

(9) Attends briefings and conferences to justify and defend budget
estimates, program and resource requirenents, and appropriation requests.

(10) Prepares and/or reviews the narrative justification, exhibits,
and annexes for assigned programs in the budget submi ssion to CNO to ensure
conpliance w th guidance and standards established by CNO and higher
authority.

(11) Issues operating targets by linmitations or constraints as
establi shed by CNO or higher authority.

(12) Reports to the Force Conptroller, who is an SA to COWAVRESFOR
b. Knowl edge

(1) This position serves as the senior staff nenber in the RPN Budget
Di vi si on.

(2) A thorough working know edge of the RPN appropriation is
required, involving the budget planning, formulating, justifying and
i nterpreting.

(3) Ability to:

(a) Monitor budget execution, perform data anal ysis, support the
integrity and reporting of financial information.

(b) Manage and supervise subordinate staff.

(c) Establish and maintain effective working relationships with
both internal and external staffs.

(d) Apply sound, independent judgment in carrying out and
executing the various duties of a budget division.

(e) Present oral briefings and serve as a COVWNAVRESFOR

representative for Reserve Personnel, Navy issues with representatives of
both Navy and other DoD agenci es.
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(4) Know edge of financial managenent and accounting systems, acting
as a functional representative on new system devel opnents or enhancenents.

(5) Broad know edge of COWAVRESFOR prograns.
18. NOOF2B Deputy Director, RPN Budget Division (Cvilian)
a. Tasks

(1) Serves as the Deputy to the RPN Budget Oficer on all budget and
cost analysis activities. Prepares financial information such as conparing
of actual performance to the financial plan and identifying variances.
Represents the Budget O ficer on project teams, as assigned. Acts as a
functional representative of RESFMS.

(2) Analyzes and interprets agency/DoD/ OMB budget and program
gui dance. Revi ews, conpiles, summarizes, and prepares budgetary data in PBD
budget gui dance. Responsi bl e for budget formulation, justification,
submi ssion, and execution of programs adm nistered by COWAVRESFOR

(3) Reviews, analyzes, edits, and consolidates budget submi ssion
dat a. Prepares a multitude of specialized budget summary reports for
submi ssion to agency/ CSD/ OVB.

(4) Attends conferences and briefings to justify and defend budget
estimates .

(5) Analyzes authorization and appropriations legislation for inpact
on RPN prograns. Devel ops reconmendati ons for force financial policies and
replies to PBDs. Devel ops budget/program processes, procedures, and guidance
for executing financial managenent plans and prograns.

(6) Mnitors and reports on the status and progress of analysts’
work, checking on work in progress, and reviewing conpleted work to see that
work priorities, quality, and deadlines are net.

(7) Monitors the use and rate of expenditure of budgeted funds
t hrough conti nui ng di al ogue with managenment officials and their staffs and
review of witten docunments. Advises the Budget Officer on the status and
avail ability of funds.

(8) Conducts special studies, analyzes data trends, devel ops
projections of current year program funding requirenments, and recomends
financial strategies and actions for neeting program requirenments, as
directed by the Budget Oficer.

(9) Prepares and/or reviews the narrative justification, exhibits,
and annexes for assigned programs in subnmitting the budget to CNO to ensure
gui dance and standards established by CNO and higher, authority are followed.

(10) Directs a progress and statistical reporting systemto nonitor
performance, identifies variances from plans, and nakes necessary financi al
adj ust ment s.

(11) Monitors prior year funds and initiates actions necessary to
mai ntain bal ances required avoiding overexpenditures.
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(12) lIssues operating targets by limtations or constraints as
establi shed by CNO or higher authority.

b. Knowl edge
(1) Mst have a thorough working know edge of RPN appropriation.
(2) Ability to:

(a) Monitor budget execution, perforns data analysis, supports
the integrity, and reports financial information.

(b) Manage and supervise a subordinate staff.
(3) Know edge of:

(a) Budget planning, formulation, justification, and
interpretation.

(b) Applicable financial nanagenent systems, acting as a
functional representative on new system devel opments or enhancenents.

19. NOOF21/ NOOF22/ NOOF23/ NOOF24 Budget Anal ysts (Four G vilians)

a. Tasks

(1) Responsible for budget formulation, justification, subm ssion,
and execution of prograns adnministered by COVNAVRESFOR

(2) Fornul ates budget submissions. Coordinates reviews of applicable
portions of the budget with appropriate divisions/SAs of COWAVRESFOR staff.

(3) Prepares and/or reviews the narrative justification, exhibits and
annexes for assigned prograns in subnitting the budget to CNO to ensure
gui dance and standards established by CNO and higher authority are followed.

(4) Directs a progress and statistical reporting system to nonitor

performance, identifies variances from plans, and makes necessary financi al
adj ust nent s.

(5) Mnitors prior year funds and initiates actions necessary to
mai ntai n bal ances required avoiding over expenditures.

(6) Issues operating targets by limtations or constraints as
establi shed by CNO or higher authority.

(7) Serves as a technical advisor for information system devel opnent

of new systems or nodification of existing systems that are used in the
managenent of the RPN appropriation.

b. Knowl edge
(1) Know edge of:

(a) Skill in applying budgeting techniques in the formulation,
execution of the RPN appropriation budget subm ssions.
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(b) The PPBS, the FYDP, and various titles of the U.S. Code to
ensure conpliance with all applicable laws and regul ations.

(c) RPN programs, entitlenents and past expenditure data to
forecast obligation, and expenditure rates.

(d) RPN financial managenent systens.

(e) Skill in applying analytical principles and practices to
extract useful information fromstatus reports and financial statenents to
anal yze program plans and to recomrend and/or effect revisions when
necessary.

(f) Legal and regulatory requirenents and procedures, both
general and specific, as they relate to and affect financial managenent and
budgeti ng.

(2) Skill in communicating effectively both orally and in witing and
be persuasive and harnoniously effective in dealing with numerous outside
contacts.

20. NOOF25 Anal ysi s/ Forecast O ficer
a. Tasks

(1) Perforns continuous financial and program analysis of the RPN
budgets admi ni stered by COVWNAVRESFOR

(2) Reviews and analyzes rates used in the budget fornulation
processes to determine their accuracy and applicability to current and future
requi renents.

(3) Performs detailed reconciliation of ongoing execution versus

budget ed programs by analyzing financial and program data and devel opi ng
projections of financial performance to determine the fiscal viability of
i ndividual progranms through the end of each budget execution year.

(4) Reviews and anal yzes rates and nethodol ogies used to obligate
funds during budget and program execution to determ ne their accuracy and
recomrends appropriate adjustnents when necessary.

(5) Reviews both organizational and system based financial and
program controls to deternmine if they are operating as intended and, where

necessary, recomends nodifications or devel ops new control mechanisns to

ensure early identification of financial program areas and potenti al
shortfalls.

b. Knowl edge
(1) Requires a financial managenment subspecialty (0031X).

(2) Serves as the Analysis/Forecast Oficer for the RPN
appropriation.
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(3) Ability to:

(a) Analyze the RPN budget subm ssions, taking underlying
assunptions into consideration, and determning if programs are sufficiently
funded within known financial controls.

(b) Mnitor and anal yze budget execution to forecast financial
results.

(c) Perform detailed reconciliation of ongoing execution versus
budget programs by analyzing financial and program data and devel oping
projections of financial performance to determine the fiscal viability of
i ndi vidual prograns through the end of each budget execution year.

(d) Review and analyze rates and methodol ogies used to obligate
funds during budget and program execution to determine their accuracy and
reconmends appropriate adjustments when necessary.

(4) Know edge of:

(a) Reserve prograns to review and analyze rates used in budget
formul ati ng processes to determine their accuracy and applicability to
current and future requirenents.

(b) Financial and program controls to deternmine if they are
operating as intended and, where necessary, recomend nodifications or
devel ops new control mechanisns, to ensure early identification of financial
probl em areas and potential shortfalls.

21. NOOF26 Supervisory Accounting Technician (G vilian)
a. Tasks

(1) Reviews daily status of accounts, ensuring that detailed and
summary accounts are in balance. Make recommendations to resolve outstanding
i ssues.

(2) Provides training to accounting technicians in new accounting
procedures and/or changes, financial system updates, etc.

(3) Researches and coordinates corrective action in unnmatched
di sbursenments and/or |ine of account problens.

(4) Reviews conplex and unusual docunents to verify accounting data
and mat hematical accuracy, determ nes necessary accounting transaction, and
take appropriate action.

(5) Actively directs and perforns research of current accounts,
historical data, source docunents, etc., to develop and explain detailed
information not otherw se readily avail able.

(6) Devel ops conparative data which may reflect conplex relationships
bet ween accounts, time periods, costs of different operations, etc. |,
identifies significant changes and determnes related transactions and
causes.
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b. Knowl edge
(1) Ability to:

(a) Research accounting problens and takes corrective action as
needed. Solutions to these problens may be routine or highly conplex.

(b) Manage and supervise subordinate staff.

(c) Coordinate corrective actions on unique or conplex problens
encountered by other technicians in reconciling accounts or |arge groups of
related accounts involving a variety of transactions.

(d) Communicate both orally and in witing.

(2) Know edge of:

(a) Budget execution and accounting procedures applicable to the
RPN appropriation. Assists other technicians both at COMWAVRESFOR and OPLCC
Pensacola, Florida in resolving disbursenent problens.

(b) RPN progranms coordinating obligation validations and/or the
clearing of unmatched disbursenents.

22. NOOF261/ NOOF262/ NOOF263/ NOOF264/ NOOF265 Accounting Technicians (Five-
G vilians)

a. Tasks

(1) Performs detailed analysis and reviews all transactions in
assi gned accounts.

(2) Ensures that daily transactions are worked from exception
reports, allowing obligation data to be entered into the accounting system

(3) Performs detailed analysis on individual transactions that have
suspended from the accounting system Determines if the expenditure is
valid, and then takes further action, to resolve problem disbursement.

(4) Contacts the appropriate agency when a transaction cannot be
resol ved within COWAVRESFOR

(5) Monitors a tickler system ensuring that outstanding requests for
action is conpleted.

(6) Perfornms ongoing work assignments on special projects that
requi re manual intervention to resolve.

b. Know edge
(1) Ability to:

(a) Respond to routine inquires and neke detailed explanations
concerni ng procedures.

(b) Review and identify trends in problens in daily transactions
from both the nanagenent information system and the accounting system
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(2) Know edge of:

(a) Accounting procedures and techniques to understand and work
within the RPN appropriation on a conplex accounting systemfor a large
number of accounts.

(b) The RPN appropriation and aCCOUnting SyStem necessary to
resol ve unmatched disbursenent problens.

23. NOOF3 | T/ I nvestment Budget O ficer

a. Tasks
(1) Requires Financial Mnagenent Subspecialty code (0031X).

(2) Responsible for the Navy Wrking Capital Fund (NWCF), O her
Procurenent Navy (OPN), and other investment budget fornulation,

justification, subnission, and execution of programs admnistered by
COWMNAVRESFOR.

(3) Formulates NWCF, OPN, and other investnment budget subm ssions.
Coordi nates review of applicable portions of the budget with appropriate
di vi si ons/ SAs of COWNAVRESFOR staff.

(4) Prepares and/or reviews the narrative justification, exhibits,

and annexes for assigned progranms in submtting the budget to CNO to ensure
gui dance and standards established by CNO and higher authority are followed.

(5) Directs a progress and statistical reporting systemto nonitor

performance, identifies variances from plans, and nakes necessary financial
adj ust nent s

(6) Recommends reprogranming of funds tO ensure that priority
requi renents are funded.

(7) Monitors prior year funds and initiates actions necessary to
mai ntain bal ances required to avoid overexpenditures.

(8) Issues operating budgets by linmtations or constraints as
establi shed by CNO or higher authority.

(9) Reports to SA for Financial Mnagenent in the performance of
duti es.

b. Knowl edge
(1) Leadership ability, including the ability to coach, nmentor, and
chal | enge subordinates; ability to adapt |eadership style to a variety of
situations; to nodel high standards of honesty, integrity, trust, openness,
and respect for the individual by applying these values to daily behaviors.

(2) Ability to:

(a) Recognize and anal yze problens, conduct research, sumarize
results, and neke appropriate reconmmendations.

(b) Communicate effectively in witing.
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(c) Conduct studies, analyze data, develop alternatives, and make
reconmendations to resolve budget problens.

(d) Gve oral presentations.
(e) Negotiate.
(f) Advise others.
24, NOOF31 Budget Analyst (Civilian)
a. Tasks

(1) Analyzes and interprets agency/DoD) OMB budget and program
guidance as it relates to NACF.

(2) Reviews, conpiles, summarizes, and prepares budgetary data in
PBDY budget gui dance.

(3) Prepares budget fornulation assunptions, guidance, and technical
assistance for |ower |evel organizations.

(4) Reviews, analyzes, edits, and consolidates budget submi ssion
data .

(5) Prepares a multitude of specialized budget sunmary reports for
submi ssion to agency/ OSD/ OVB.

(6) Attends conferences and briefings to justify and defend budget
esti mates.

(7) Analyzes authorization and appropriations |egislation for inpact
on NWCF prograns.

(8) Develops recomrendations for force financial policies and replies
to PBDs.

(9) Devel ops budget/program processes, procedures and gui dance for
executing financial managenment plans and prograns.

(10) Maintain program and administrative reference nmaterials, project
files and rel evant background docunents and nake avail able policies,
procedures and witten instructions for the Budget Oficer to the station
analysts; maintain current knowl edge to answer questions from anal ysts on
procedures, policies, directives, etc.

(11) Conpiles reconmended allocations of funds to individual budget
hol ders for NWCF fundi ng based on an anal ysis of budget estimtes, historical
expenditures, projected workload and approved funding.

(12) Monitors the use and rate of expenditure of budgeted funds
t hrough continui ng di al ogue with managenment officials and their staffs and
review of witten docunents. Advises the Budget O ficer on the status and
availability of funds.
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(13) Conducts special studies, analyzes data trends, devel ops

projections of current year program funding requirenents, and recomends
financial strategies and actions for neeting program requirenents, as
directed by the Budget O ficer.

b. Know edge
(1) Ability to:
(a) Apply procedures, requirenents, regulations, and policies

related to financial management, including the ability to maintain
credibility with others on technical matters.

(b) Recognize and anal yze problenms conducts research, sunmarize
results, and neke appropriate recomendations.

(c) Communicate in witing.
(d) Formulate and justify assigned budget.

() Conduct studies, analyze data, develop alternatives, and nake
reconmendati ons to resolve budget problens.

(f) Gve oral presentations.
(2) Know edge of:
(a) Budgeting for NWCF funds.

(b) NWCF and its characteristics uses, applications, and
structure.

(c) Policies processes procedures and regulations governing
budgetary processes.

(d) The DoD PPBS, its process, products, termnology, and
gui dance docunents.

(e) ADP systens’ capabilities to effectively conplete
assi gnments. ,

25. NOOF32/ NOOF33 Budget Analyst (Civilian)
a. Tasks
(1) Fornul ates budget subm ssions.

(2) Coordinates reviews of applicable portions of the budget wth
appropriate divisions/SAs of COWAVRESFOR staff.

(3) Prepares and/or reviews the narrative justification, exhibits and
annexes for assigned programs in submitting the budget to CNO to ensure
conpliance with guidance and standards established by CNO and hi gher
authority are followed.
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(4) Directs a progress and statistical reporting, systemto nonitor
perfornmance, identifies variances from plans, and makes necessary financi al
adj ust ment s.

b. Know edge

(1) Know edge of:

(a) Skill in applying budgeting techniques in formulating and
executing of the O&WNR appropriation budget subm ssions.

(b) PPBS, the FYDP and various titles of the US. Code to ensure
conpliance with all applicable laws and regul ations.

(c) O&WN\R and base realignment budgeting and financial managenent
system

(d) sSkill in applying analytical principles and practices to
extract useful information from status reports and financial statenments to
anal yze program plans and to recommend and/or effect revisions when
necessary.

(e) Legal and regulatory requirenents and procedures, both
general and specific, as they relate to and effect financial managenent and
budget i ng.

(2) sSkill in comunicating effectively both orally and in witing and

be persuasive and harnoniously effective in dealing with nunerous outside
contacts.

26.  NOOF4 Accounting Oficer (Civilian)
a. Tasks
(1) Responsible for all accounting matters concerni ng COVNAVRESFOR
(2) Reviews accounting services provided for subordinate commands and
those external commands serving NRAs, to ensure the requirenments established
by Defense Finance and Accounting Service (DFAS) and COWNAVRESFOR directives

are foll owed.

(3) Provides technical accounting guidance to operating budget
hol ders and to COVWNAVRESFOR staff.

(4) Perfornms oversight to nmjor clainmant accounting and reporting to
hi gher authority.

(5) Maintains official |edgers and subsidiary records for which the
command is responsible.

(6) Provides guidelines to field activities for inplenenting new
accounting policies and procedures.

(7) Assists SA for Financial Mnagenment in developing efforts that
coordi nate accounting and budgeting requirenents.
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(8) Prepares and distributes periodic and recurring accounting
reports portraying the status of funds at all required |evels.

(9) Conducts a continuous review of accounting reports to inprove
their wuseful ness for budget and managenent purposes and elimnate those
reports no |onger required.

(10) Advises staff on technical and |egal aspects of accounting
functions and responsibilities.

(11) Reviews and anal yzes proposed new | egislation, regulations,
policies, and procedures issued by higher authority and inplenments these when
applicabl e.

(12) Acts as staff liaison with accounting organi zati ons of higher
authority.

(13) Inspects field activity accounting functions to ensure adequate
control over funds adm nistered.

(14) Analyzes fiscal reports and accounting returns of field
activities and makes visits to evaluate the effectiveness of systens and
procedures.

(15) Negotiates with other governnent departments concerning the
devel opnent of and accounting for cross-service transactions.

(16) Liaises with other organizational units within the comand and
conpar abl e organi zational units of other commands and departnents.

(17) Reports to SA for Financial Managenent in the perfornmance of
duti es.

b. Know edge
(1) Ability to:

(a) Monitor budget execution and perform data analysis in support
of the integrity and reporting of financial information.

(b) Establish and maintain effective working relationships with
both internal and external staffs.

(c) Advise others.
(d) Present briefings and serve as COWNAVRESFOR representative
for accounting issues with representatives of both Navy and other DoD
agenci es.
(2) Know edge of DON financial management and accounting systems that

apply to the Naval Reserve, acting as the functional representative on new
accounting system devel opnents and enhancenents.
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27. NOOJ SA Force Judge Advocate

a. Mssion. Provi des advice, consultation, and assistance to
COWAVRESFOR, COWNAVAI RESFOR, COWNAVSURFRESFOR, staff nenbers, and REDCOM
Staff Judge Advocates within the claimancy in legal matters as directed by
COWAVRESFOR. Provides legal support for COWAVRESFOR, and/or designees, in
performing the responsibilities as Area Coordinator for M d—CONUS Loui siana
Regi on.

b. Functi ons. Serves as principal advisor to COWNAVRESFOR on all |egal
i ssues. Serves as Ethics Advisor to the Naval Reserve Force.

c. Command Rel ati onshi ps. SA to COWAVRESFOR, COWNAVAI RESFOR, and
COWAVSURFRESFOR. Liaises with the Ofice of the Judge Advocate Ceneral
(JAG and United States Disciplinary Barracks, Fort Leavenworth.

d. Key Processes

(1) Processes General Court-Martials (GCM, Special Court-Mrtials
(SPCM), Sunmary Court-Martials (SCM, Non-Judicial Punishments (NJP),
Admi ni strative Separations (ADSEP), and appeals for each.

(2) Administers Reserve Force Freedom of Information Act (FOA) and
Privacy Act (PA) issues and acts as the initial review authority for such
requests.

(3) Administers Reserve Force ethics training.
(4) Adnministers Force public/private financial disclosure program

(5) Reviews and processes articles 138 and 1150, Uniforned Code of
Mlitary Justice (UCMJ) conplaints. Revi ews, processes, and responds to
congressional inquiries.

e. Tasks

(1) Reviews and advi ses COMNAVRESFOR, or designees on all GCM
convening authority actions and prepares all SPCM and GCM orders follow ng
rules for court-nartial 1104, Manual for Court-—Martial 1984 (MCM, and other
docunents and reports, as required.

(2) Prepares and issues all SCM and Non-Bad Conduct Di scharge SPCM
reviews under authority of article 64, UCMJ, and Rules for Court—Marti al
1112, MM Revi ews and advi ses COMNAVRESFOR of subordinate GCM Convening
Authority on all pretrial investigations according to article 32, UCM.

(3) Prepares pretrial and post trial documents for all court-martials
convened by COWNAVRESFOR, COWNAVAI RESFOR, and COVNAVSURFRESFOR

(4) Assumes cogni zance for naval personnel confined at the United
States Disciplinary Barracks, Fort Leavenworth, Kansas for all legal function
required by COWAVRESFOR as GCM Authority (e.g., clenency petitions,
appel l ate | eave, and issuing orders).

(5) Reviews and prepares actions on appeals submtted under article
15, UCMJ, with COVWNAVRESFOR cl ai mancy under Area Coordinator responsibilities
per Judge Advocate General Mnual (JAGVAN) 0117a.

I1-32



COWNAVRESFORI NST 5400. 17D

22 FEB 2001

(6) Reviews and processes conplaints submtted for relief for cause

of Naval Reserve personnel and advises COVNAVRESFOR, COWNAVAI RESFOR, and
COWAVSURFRESFOR as to appropriate actions.

(7) Coordinates and processes adnini strati.ve Board of Inquiry
proceedi ngs for separation of officers for the Chief of Naval Personnel.

(8) Processes requests for enlisted personnel for O her-Than-
Honorabl e (OTH) discharge in lieu of court-nartial.

(9) Processes requests for resignation for officers for OTH discharge
in lieu of court—martial.

(10) Reviews and endorses JAGVAN investigations for COVWNAVRESFOR
COWNAVAI RESFOR, COWNAVSURFRESFOR and all other commands in the M d-CONUS as
Area Coordi nator.

(11) Assigns active and Reserve conmands to conduct JAGVAN
investigations as required per Area Coordination responsibilities.

(12) Serves as ethics counselor for all DoD personnel in the
COWAVRESFOR cl ai mancy.

(13) Issues DON policies and procedures in mlitary justice and other
legal matters within COWAVRESFOR cl ai mancy.

(14) Serves as the Initial Review Authority for all FO A request

under COWNAVRESFOR s clai mancy, processes and prepares correspondence for PA,
and subpoena requests.

f.  Know edge
(1) A nenmber of the JAG Corps certified under article 27b, UCMI.

(2) Broad working know edge of nilitary and civil law, nilitary
regul ations, the MCM and the UCM.

(3) Thorough working know edge of Navy personnel actions, specifi-
tally GCM SPCM SCM NJP, ADSEP, and the appeal procedures for each.

(4) Thorough know edge of investigative procedures, including article
32, UCM Investigations, EEO Conplaint Investigations, Inspector Ceneral, and

Hotline Investigations.

(5) Expert know edge of the JER for DoD and the Ethics in Governnent
Act . Expert know edge of the FO A and PA

(6) Ability to:
(a) Manage and supervi se subordinate staff.

(b) Establish and maintain effective working relationships with
all levels of COWAVRESFOR, COWNAVAIRESFOR, and COWAVSURFRESFOR, as well as
ot her commands.
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(c) Apply sound, independent judgment in inplenenting and
executing the various duties involved with mlitary justice, ethics
adm ni stration, and environnmental conpliance.
(7) Broad know edge of COWAVRESFCOR prograns.
28. N00J1 JAG Assistant (Oficer)
a. Know edge
(1) A menber of the JAG Corps certified under article 27b, UCMI.

(2) Broad working know edge of military and civil law, military
regul ations, the MCM and the UCM.

(3) Thorough working know edge of Navy personnel actions,
specifically GCM SPCM SCM NJP, ADSEP, and the appeal procedures for each.

(4) Thorough know edge of investigative procedures, including article
32, UCMJ Investigations, EEO Conplaint Investigations, |Inspector Ceneral, and
Hotline Investigations.

(5) Expert know edge of the JER for the DoD and the Ethics in
Gover nnent Act. Expert know edge of FO A and PA

(6) Ability to:

(a) Manage and supervise subordinate staff.

(b) Establish and maintain effect-working relationships with all
| evel s of COWNAVRESFOR, COWNAVAI RESFOR, and COWAVSURFRESFOR, as well as
superior and subordi nate commands.

(c) Apply sound, independent judgnment in inplementing and
executing the various duties involved with nmilitary justice, ethics
adm ni stration, and environmental conpliance.

(7) Broad know edge of COWAVRESFCOR prograns.
29. N00J2/ NO0OJ3 Administrative Assistant (Enlisted)
a. Know edge
(1) Possesses |egal man rating.

(2) Working know edge of:

(a) Mlitary and civil law, mlitary regulations, the MCM and the
ucMl.

(b) Navy personnel actions, specifically GCM SPCM SCM NIP,
ADSEP, and the appeal procedures for each.

(c) The JER, FO A and PA
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(3) Know edge of investigative procedures, including article 32, UCM
I nvestigations, EEO Conplaint Investigations, Inspector General, and Hotline
I nvesti gati ons.
(4) Ability to:
(a) Manage and supervise staff.

(b) Establish and maintain effect working relationships with all
| evel s of command.

(c) Apply sound, independent judgnent in inplenenting and
executing various duties.

(5) Broad know edge of COVNAVRESFOR prograns.

I1-35






COWNAVRESFORI NST  5400. 17D

22 FEB 200l

Section |1l — COS, Commander, Naval Reserve Force (NO1)
1. NO1 COS, COWNAVRESFOR (Officer)

a. M ssi on. The COS is the executive for, and primary assistant to the
Deputy Conmander COWNAVRESFOR. Directs and coordinates the staff to
acconmplish the mssion and tasks of the conmand.

b. Functi ons

(1) Acts for the Deputy Conmander when absent.

(2) Coordinates activities of staff officers, directing staff
activities, office organization, and routine.

(3) Commanding Oficer (CO, Staff Enlisted Personnel.

(4) Provides counseling, guidance, direction, and disciplinary
control over staff personnel.

C. Command Rel ati onshi ps

(1) Liaises with all echelons of conmand senior to and subordinate to
COVNAVRESFOR.

(2) Interfaces with echelon Il commanders on issues such as Hotline
Conpl aints, Congressional inquiries, awards submttals, and JAGVAN
i nvestigations. Directs public relations and serves as mgjor contact point

for other conmands.

(3) Liaises with Conmander, Navy Personnel Command (COVWNAVPERSCOW)
(Pers-9) for officer assignments.

(4) Liaises with U S. Southern Command, Commander Naval Surface
Forces Atlantic (COVNAVSURFLANT), and Commander Naval Surface Goup TWOD
(COWNAVSURFGRU TWD) on contingency operations.

d. Key Processes

(1) Represents the Commander at routine, periodic neetings held by
COWNAVRESFOR, Naval Support Activity (NAVSUPPACT) New Ol eans, other |[ocal
comuands and agenci es.

(2) Ensures the organization, admnistration, training, readiness,
and operations of the Naval Reserve are carried out per the policies, plans,
and intentions of COVWAVRESFOR.

(3) Interprets and carries out orders, regulations, and directives.

(4) Coordinates organization of the staff and ensures its efficient
operati on.

(5) Directs the preparation of staff work and guides work efforts of

the staff, exercising supervision over departments, and ensuring conpleted
staff work is submtted.
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e. Tasks

(1) Acts as the principal assistant to the Conmander on all adminis—
trative matters including correspondence, schedules, fitness reports
(FITREPS), enlisted and civilian performance Evaluations (Evals), and
civilian hiring.

(2) Delegated approval authority for all awards for Navy and Marine
Corps Commendation Medals and bel ow. Wen required, interfaces with echel on
Il and bel ow conmanders on award submi ssions.

(3) Tasks Directors and SAs and keeps the Conmmander and Deputy
i nformed.

(4) Keeps informed on all matters pertaining to the duties and
acconpl i shments of the various staff elenents.

(5) Reviews Hotline conplaints and directs Hotline investigations.

(6) Coordinates with the Training and Administration of the Reserve
(TAR) detailer on staff officer gains and |osses. NMakes staff officer duty
assi gnnent s/ reassi gnnents as required.

(7) Approves COWAVRESFOR staff attendance at Naval Reserve Advanced
Managenent Seminars and other special schools, courses, and boards.

(8) Renders decisions and initiates action on COWAVRESFOR poli ci es.
Signs directives and notices that do not require the Commander’s signature.

(9) Oversight and coordinates budget submi ssions for Naval Reserve
related to the Program (bjective Menmorandum (POV) process.

(10) Reviews Congressional correspondence, directs preparing
appropriate responses and signs the docunent.

(11) Supervises the preparation of fitness reports for COWAVRESFOR
staff nenbers and other officers for which the Commander is the reporting
seni or.

(12) Coordinates all staff cerenpnies (e.g., retirenent,
reenlistnment, and awards)

(13) Manages staff travel budget in excess $40,000. Approves staff
travel plans for budget submission and acts on requests for travel not in the
pl an.

(14) Reviews and initiates current and |ong-range plans for the Naval
Reserve program  This includes nmanning facilities, mnanagenment information,
and training.

(15) Keeps the Commander fully informed on nmatters relating to the
m ssion and progress of the Naval Reserve.

(16) Exercises direction in disciplinary matters for staff personnel
and holds article 15, UCMJ authority for all staff personnel.

(17) Awards Conmittee Chairperson.
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f.  Know edge
(1) Required NOBC 9034.
(2) 06/post-mjor comand.

(3) Thorough know edge of the Naval Reserve Force, its mission,
functions, operations, and nmnagenent.

(4) Well-versed in matters of protocol and able to effectively
communi cate at all |evels.

(5) Ability to:
(a) Manage and supervise subordinate staff.

(b) Establish and maintain effective working relationships with
civilians and military at all |evels.

(c) Apply sound, independent judgnent in carrying out and
executing the various duties involved in ethics admnistration and
envi ronnental conpliance.

(6) Knowl edge of financial nanagenent.
2. NO1A SA Conmand Services

a. Mssion. Processes and disseninates information, direction, and
provi des gui dance to claimancy custoners. Processes and formats all
docunments originating on the staff. Manages admi nistrative prograns for the
cl ai mancy and provi des COWNAVRESFOR, COWNAVAI RESFOR, and COWAVSURFRESFOR
staff with administrative, postal, and graphics support, Administers the
CACO and Funeral Honors Program for the M d-West Zone.

b. Functi ons

(1) Advises and assists COWAVRESFOR in general admnistration and
managenent of COWNAVRESFOR staff and subordinate activities.

(2) Provides administrative services and exercises managenent control
of the COWNAVRESFOR organization, procedures, forms, reports, records,
adm ni strative reduction issues, correspondence, postal matters, directives,
and mlitary personnel services.

(3) Supervises personnel assigned to the Pay/Personnel Administratin
Support System (PASS) Liaison Ofice, Adnministrative Department, CACO
Coordinator, and Graphics Coordinator.

(4) Reviews and validates submssions to the Mlitary Cash Awards
Program (M LCAP) .

(6) Provides graphics support for Flag conferences, change of
command, and the Headquarters conmmands.
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c. Comand Rel ationships

(1) Serves as principal advisor to COMWAVRESFOR on administrative
matters.

(2) Provides policy and guidance on administrative matters to
COWAVAI RESFOR and COWAVSURFRESFOR.

(3) Interacts with Personnel Support Detachment (PERSUPPDET) New
Oleans on all personnel issues.

(4) Interacts with CNO Awards Section on submi ssion of awards.
(5) Reports to COVNAVRESFOR COCS.

d. Key Processes

(1) Controls all congressional correspondence.
(2) Routes and tracks incoming controlled correspondence.

(3) Ensures all correspondence, directives, nessages, congressional,
eval uations, and awards are prepared.

(4) Receives, processes, and distributes all incoming nmail.
e. Tasks

(1) Executes command administrative responsibilities including
adm ni strative prograns and affairs.

(2) Provides policies and procedures for command administrative
matters.

(3) Advises the COS on adnministration and organi zation matters.
(4) Adnministers the mlitary awards and M LCAP.

(5) Assists in the evaluation and inspection of COWAVAI RESFOR and
COVNAVSURFRESFOR.

(6) Provides postal support for COWAVRESFCR staff. Di stributes
mai | . Conducts a weekly consolidated nail out to the Naval Reserve
cl ai mancy.

(7) Coordinates the scheduling of the Managenent |nformation
Center and Theater.

(8) Reviews all correspondence, nessages, evaluations and directives
to be signed by the Commander, Deputy, or COS.

(9) Submits and reviews the TAD/ supply annual and nidyear budget for
t he COWAVRESFOR st aff.

(10) Ensures all enlisted evaluations are processed in a tinely
manner .
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(11) Inspects COWAVSURFRESFOR/ COVNAVAI RESFOR Admi nistrative
Departnents every 3 years.

(12) Supervises the Administrative Ofice, PASS Ofice, CACO
G aphics, and the mail room

(13) Reviews the Oficer Distribution Control Report (ODCR) agai nst
the Activity Manning Document monthly and submit changes as required.

(14) Reviews and signs time cards and approves annual |eave for
civilian personnel within the code.

(15) Serves as the Point of Contact (POC) for (liaison with) all
subordi nate commands, other governnent agencies, professional organizations,
and private enterprises for all administrative natters.

(16) Administers the Comrand Awards Program

f.  Know edge

(1) Working know edge of Fund Adnministration and Standardized
Docunent Aut onation System ( FASTDATA).

(2) Broad know edge of the Casualty Assistance Calls and Funeral
Honors Prograns.

(3) Ability to:

(a) Determine required tasks and functions of the G aphics
Di vi si on.

(b) Inspect and nmeke constructive changes to the Administrative
Department and PASS Liaison Ofice.

(c) Supervise a PASS Liaison Ofice, Adnministrative Departnment,
Mail Room Graphics Shop, and CACO office,

(d) Establish and maintain effective working relationships with
all levels of managenent.

(e) Interface with COWAVAI RESFOR/ COWAVRESFOR Administrative
Depart ments.

(4) Working know edge of messages, correspondence, evaluations, and
award directives.

(5) Must be a Master Chief Yeoman.
3. NO1Al Division Chief Petty Oficer (Senior Enlisted)
a  Tasks
(1) Serves as the O ficial Mil Mnager within the clainmancy.

(2) Coordinates the M LCAP.
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b. Know edge
(1) Broad know edge of:

(a) The DoD Postal Manual .
(b) The MM
(2) Working know edge of:
(a) The Correspondence Manual .
(b) The enlisted performance eval uation system
4. NO1A1A Administration Leading Petty O ficer (Mlitary)
a  Tasks

(1) Ensures correctness of all nessages, correspondence, and awards
to be signed by the Conmander, Deputy, or COS.

(2) Updates the Command Services web page.

(3) Maintains the Command Services web page.

(4) Administers Congressional and correspondence taskings.

(5) Serves as Budget manager for COWAVRESFOR, COWNAVAI RESFOR, and
COWAVSURFRESFOR printing managenent. Certifies and processes printing

requi renents and receipts. Provi des staff nenbers with budget perfornance
data and submits requirenents for annual/m dyear budget fornmnulation.

b. Knowl edge

(1) Working know edge of the Correspondence Manual, Awards Manual,
and Naval Technical Publication-3.

(2) Broad know edge of:
(a) Conputer prograrns.
(b) Wb page.
5. NO1A1Al1A Printing/ Congressionals (Civilian)
a  Tasks

(1) Routes, assenbles for routing, and tracks controlled
correspondence; nmonitors progress of all action correspondence.

(2) Maintains general correspondence files,
(3) Assenbles and serializes outgoing correspondence.

(4) Tracks all COWAVRESFOR and CNO (N095) taskers and
congr essi onal .
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(5) Serves as print manager.

b. Know edge
(1) Working know edge of:
(a) The Correspondence Mnual .
(b) FASTDATA system

(2) Ability to maintain the tracking system for controlled
correspondence, congressional, and taskers.

6. NO1ALALD Admi nistration Yeoman (Two)
a. Tasks

(1) Prepares Navy and Marine Corps Achi evenent/ Comendati on Medal
certificates.

(2) Reviews incoming awards to be approved by COWAVRESFCOR
(3) Coordinates flow of award requests to Awards Board nenbers.

(4) Coordinates input and consolidates the plan of the week and
submts for approval and signature to the Director of Command Services.

(5) As Supply Coordinator ensures all supplies are ordered and
st ocked.

(6) Ensures mail is routed daily.

(7) Ensures outgoing mail is delivered to the NAVSUPPACT, West Bank
mai |l room daily.

b. Knowl edge
(1) Possesses yeonan rating,
(2) Working know edge of:
(a) The Correspondence Manual and Awards Manual .
(b) The mail room and function of all codes on staff.
(3) Broad know edge of the Internal Supply process.

(4) Ability to coordinate procurenent, ordering, and replenish
Admi ni strative Departnent supplies.

7. NO1AlAlE derk (Student Aide)
a. Tasks

(1) Maintains daily liaison with Defense Automated Printing Service
Det achment .
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(2) Assists the CACO Contact Representative.
(3) Assists in the mail room
b. Know edge. General know edge of the mail room
8.  NO1Al1B Pass Liaison Leading Petty O ficer (Mlitary)

a. Tasks

(1) Serves as point of contact for all pay and travel issues with
PERSUPPDET New Orl eans.

(2) Prepares enlisted performance evaluations for staff personnel.

(3) Reviews and nonitors the accreditation of annual and ternminal
| eave.

(4) Supervises the preparing of Good Conduct Medals and Arned Forces
Reserve Medal certificates.

(5) Verifies the Advancement Eligibility Report for accuracy and
ensures all personnel |isted have advancenent exam nations ordered.

(6) Provides personnel support services,
b. Know edge
(1) Broad know edge of:
(a) The Advancenment Manual .
(b) The Joint Federal Travel Regulations (JFTR).

(2) Working know edge of the enlisted service record procedures and
policies.

9. NO1A1B1 Personnel man (Two)

a. Tasks

(1) Performs all engraving functions.

(2) Assigns Leave Control Nunbers and inputs data into the Leave
Control Program

(3) Ensures daily runs are nmade to PERSUPPDET New Orl eans.

(4) Gades nmilitary professional correspondence courses.
b. Know edge

(1) Possesses personnel man rating.

(2) Working know edge of:

(a) Leave system
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(b) The engravi ng nmachi ne,
(c) Enlisted service record procedures and policies.
(d) Personnel pay and travel system
10. NO1A1C Managenent Analyst (G vilian)
a  Tasks

(1) Maintains case files on all COWAVRESFOR, COWAVSURFRESFOR, and
COWAVAI RESFOR directives, reports, and forns.

(2) Performs editorial reviews on all COWNAVRESFOR, COWAVSURFRESFOR,
and COWNAVAI RESFOR directives.

(3) Performs records disposition functions.

(4) Prepares and naintains nunerical indices of effective
instructions, forms, reports, and publications, and the COVWAVRESFOR
distribution Iist.

(5) Focal point for directives, publications, PA/FO A Coordinator,
forms, reports, records disposal, and administrative reduction for
COWNAVRESFOR, COWNAVSURFRESFOR, and COVNAVAI RESFOR.

(6) Studies directives and publications to elimnate conflict,
overlap, and/or duplication, and reconmends changes.

(7) Develops and mmintains a records managenent program for
simplifying the tasks of witten comunications for drafting, preparing,
reviewi ng, and handling correspondence prepared by Naval Reserve Headquarters
staffs.

(8) Directs Records Management operation to include admnistrative
reduction issues, reports, fornms, directives, publications, and records
di sposition for the Naval Reserve clai mancy.

(9) Maintains a master library (CD-ROV) of directives pertinent to
the Naval Reserve and distributes throughout the claimancy.

(10) Administers the PA and FO A prograns.
b. Know edge
(1) Working know edge of:
(a) The Correspondence Manual and Directives |ssuance Mnual .
(b) Al forms, reports, and record disposal directives.
(2) Broad know edge of the PA and FO A

(3) Ability to create directives and forms case files.
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11.  NO1AlD Regi onal Casualty Assistance/ Funeral Honors Coordi nator
a  Tasks
(1) Manages the Casualty Assistance Calls and Funeral Honors Program
(2) Maintains list of all CACOs by geographical zone.
(3) Assigns all CACCs within the M dwest Region.

(4) Prepares and releases all nessages dealing with Casualty
Assi stance Calls Program

(5) Briefs newy reporting Conmand Duty O ficers (CDGs).
(6) Gves daily briefs to duty officers on active CACO cases.

(7) Provides feedback to assigned CACOs, next of kin, etc. dealing
with the Casualty Assistance Calls and Funeral Honors Program

(8) Advises and assists next-of-kin of deceased retired or active
duty personnel concerning entitlenents.

(9) Monitors active mssing-in-action cases.
(10) Monitors program performance records.

(11) Administers the Casualty Assistance Calls and Funeral Honors
Program for the M dwest Zone.

b. Knowl edge
(1) Working know edge of:
(a) The Casualty Assistant Calls Manual .
(b) Message drafting.
(2) Broad know edge of:
(a) Funeral entitlenents.

(b) The Decedent Affairs Manual .

(3) Review and provide guidance to all commands on CACO and Funer al
Honors.

(4) Ability to develop and provide training to all CACGs.
12. NO1lAlE G aphics (CGvilian or Mlitary)
a  Tasks
(1) Develops original artwork masters for printed material.

(2) Designs brochures, progranms, enblens, organizational charts,
briefs, retirement invitation packages, and certificates.
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(3) Oders and maintains all graphic material, supplies, and
equi prrent .

(4) Gves guidance on the Graphic Departnent policy.

(5) Administers graphics arts services and provides technical
support.

b. Know edge
(1) Thorough know edge of graphics equipnent: Mt cutter, Polaroid
35mm slide maker, vinyl sign cutter, scanner, drafting table, and draw ng
instrunments , Artograph DB400 Opaque projector, and overhead projectors.

(2) Know edge of graphics software: Corel Draw, Corel Photo Paint,
Power Poi nt, Pagermaker in Macintosh, and PC formats.

(3) Ability to plan and prioritize work assignnents.

(4) Know edge of the principles of artistic design, COWAVRESFOR
style, format, methods, and procedures used in the printing process in
preparing artwork for reproduction.

13. NO1ALlF Command Career Counselor (Mlitary)

a. Tasks

(1) Advises and reviews enlisted transfers, reenlistnents,
extensions, and retirements.

(2) Conducts nonthly Collateral Career Counsel or neetings.
(3) Conducts quarterly Career Information Team Meetings.

(4) Assists the Command Master Chief in the managenent of the conmmand
sponsor program

(5) Assists the Command Master Chief in the managenent of the Conmmand
I ndoctrination Program

(6) Conducts annual Exceptional Family Menber (EFM briefs.

(7) Ensures all personnel in Fanmily Care prograns are aware of
program requirements and appropriate actions taken.

(8) Assists the Command Master Chief with the Professional
Devel opnent Board program

(9) Uses all nedia and communication tools available to ensure the
consistent, accurate and tinely flow of information to all personnel.

(10) Assists personnel in submtting reenlistnent, extension,
separation, and Fleet Reserve requests.

(11) Assists personnel in submitting Personnel Action Requests,
NAVPERS 1306/ 7.
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(12) Assists personnel in submitting Fleet Reserve, Retirenents,

Tenporary Early Retirement (TERA), Diary and Message Reporting System (DVRS)
wor ksheet s.

(13) Assists personnel in preparing and subnmitting the Enlisted Duty
Preferences (NAVPERS 1306/ 63).

(14) Prepares discharge, reenlistnent, and spouse certificates for
reenlisting personnel.

(15) Provides transition counseling and conpletes required

documentation for all separating, Fleet Reserve transfers, and retiring
personnel .

(16) Assists Fleet Reserve and retirees in retirement cerenony

requests; prepares and obtains certificates, letters, and Letters of
Acconmmodat i on.

b. Know edge
(1) Wworking know edge of:
(a) Enlisted retention issues.
(b) Enlisted transfers, retirements, extensions.

(c) Word processing, spread sheet, presentation graphics,
tel ephoni ¢ communi cations, web, GoupWse, and general conputer operations.

(2) Ability to:

(a) Interpret the Enlisted Personnel Mnagenent Center (EPMAC)
Enlisted Distribution Verification Report (EDVR).

(b) Downl oad Naval Mlitary Personnel Command (NAVM LPERSCOM
Access.

14. NO1A2 Force Security Manager (Civilian)
a. M ssi on. Provi des advice, counsel, and assistance to COVWNAVRESFOR,

COWAVAI RESFOR, COWAVSURFRESFOR, and subordinate conmmands within
COWAVRESFOR cl ai mancy regarding information and personnel security natters.

b. Functi ons. Serves as principal claimncy nmanager for information and
personnel security prograns. Provi des technical expertise and resource
managenment acunen for all information and personnel security operations

t hroughout the cl ai mancy.

¢c. Command Rel ationship. Security Manager for COVWAVRESFOR.

d. Key Processes

(1) Liaises with the CNO, Naval Criminal Investigative Service,
National Security Agency, Central Intelligence Agency, and other agencies in
interpreting, referencing, and adapting program policies, procedures, and
requirenents.
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(2) Serves as the primary point of contact and representative for the
i nformati on and personnel security program

(3) Manages the devel opnent and acconplishnent of a conprehensive
program of information and personnel security education and training.

e. Tasks

(1) Devel ops security program policies and priorities.

(2) Assesses and directs program conpliance, effectiveness, and
efficiency of resource usage.

(3) Provides infornmation and personnel policy and guidance to
Security Managers at subordinate commands.

(4) Reviews, analyzes, interprets, and adapts directives from higher
authority to ensure subordinate commands have adequate information for their
| ocal | y nanaged prograns.

(5) Provides information and personnel security guidance and training
to COWNAVRESFOR Headquarters Staffs and claimancy through a variety of
neasures including issuing directives on staff security procedures,
devel oping and dissenmi nation of a newsletter, briefing new personnel, and
presenting regularly scheduled training for staff and field activities.

(6) Provides technical and program assistance to staff and field
conponents in a wi de range of technical areas relevant to program
responsibilities.

(7) Conducts command inspections and assist visits to assess
conpliance with applicable program regul ations.

f. Know edge

(1) Security specialist (civilian) or conmissioned officer with a top
secret clearance or able to obtain a top secret clearance.

(2) Broad know edge of, and the ability to use, principles, nethods,
techni ques, and systens of information and personnel security program
management within DoD as applicable to the Naval Reserve.

(3) Ability to:

(a) Plan, nonitor, coordinate, and evaluate difficult and conplex
program i ssues.

(b) Exercise tact, ingenuity, and resourcefulness to establish
and maintain effective working relationships with staffs at all |evels.

(c) Conduct research and analysis to fornmulate policy and
procedures for security enhancement throughout the Naval Reserve clai mancy.
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15. NO1C SA Conmand Master Chief

a. Mssion. Senior Enlisted Advisor to COWNAVRESFOR (Commander, Deputy

Commander, COS) on all matters pertaining to enlisted personnel assigned to
the staff of COVWAVRESFOR

b. Functi ons
(1) Serves as Senior Enlisted Advisor to COVNAVRESFOR ( Conmmander,
Deputy Commander, COS) keeping command aware of existing or potential
situations, procedures and practices that affect the welfare, norale, job
satisfaction, training, and usage of enlisted personnel.
(2) Represents the Naval Reserve Force Master Chief in his absence.

c. Command Rel ati onshi ps

(1) SA to COVNAVRESFOR
(2) Liaises with Naval Reserve Force Master Chief.

(3) Liaises with the Command Master Chiefs of COWAVSURFRESFOR,
COWAVAI RESFOR, and COVNAVRESCRU TCOM

(4) Liaises with area comands’ Conmand Master Chiefs, Conmmand Seni or
Chiefs, and Command Chiefs.

(5) Liaises with Navy and Naval Reserve detailers.

d. Key Processes

(1) Maintains and pronotes the chain of conmand.
(2) Advises the COS on policy pertaining to enlisted personnel.
(3) Assists in preparing and participating in cerenonies.
(4) Advises on protocol issues.
e. Tasks
(1) Ensures conpliance with policies and procedures by subordinates.
Encourages enlisted nmenbers to maintain the highest standards of conduct,

personal appearance, and uphold the core val ues.

(2) Attends DCOS/ SA staff neetings and participates in discussions to
pronote effective conmunication between officer and enlisted conmunities.

(3) Represents or acconpanies the Conmander at official functions,
i nspections, conferences, and community civic functions.

(4) Participates in the reception and hosting of official visitors.

(5) Maintains a thorough know edge of the Naval Reserve Force, its
m ssion, functions, operations, and nanagenent.
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(6) Chairman or Director of the following activities, boards,
councils, and personnel: Prof essi onal Devel opment Board (PDB); Disciplinary
Revi ew Board; Staff Sailor, Junior Sailor, and Blue Jacket of the Quarter
Board; Staff Sailor, Junior Sailor, and Blue Jacket of the Year Board,
Enlisted Pronotion Recomrendation Boards, and Staff Chief Petty Oficers
Mess.

(7) Is a menber of, or functions in close coordination with the
fol | owi ng: CMEQ, Command Retention Team Conmand Career Counselor; Welfare
and Recreation Conmittee; Quality of Life Board; Staff Awards Board,
Orbudsman and Sponsor Program Staff Quarterly Assignment Board; and Chief
Petty Oficer Associations and Petty Oficer Associations.

(8) Adnministers the Geater New Orleans Area Sailor of the
Quarter/Sailor of the Year Board.

(9) Recommends or assigns collateral duties, nenbership to boards,
councils, and committees per current COVNAVRESFORNOTE 5420.

(10) Recommends action on enlisted personnel requests (e.g., transfer
requests, personal actions, special requests).

(11) Ensures military groomng and uniform standards are naintained.
f. Knowl edge

(1) Required to hold NEC 9580 and have attended the Senior Enlisted
Acadeny.

(2) Ability to:

(a) Apply sound, independent judgnent in the solution of enlisted
personnel issues.

(b) Establish and maintain effective working relationships with
all levels of comand.

(c) Develop, inplement, and assess policy and prograns affecting
enlisted personnel staff.

(d) Communicate conplex information both orally and in witing
and make oral presentations.

(e) Manage and supervi se subordi nate staff.

(f) Maintain an effective working relationship with all |evels of
COVNAVRESFOR, area conmmands, as well as superior and subordinate conmands,

(g) Work independently.
(3) Broad know edge of:

(a) COWNAVRESFOR s mission, progranms, functions, operation, and
managenent .

(b) Proper protocol, uniform and groom ng standards.
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(c) Navy personnel FITREPS/ EVALS, pronotion recommendation
boards, advancenent eligibility, and career opportunities and counseling.

(4) Working know edge of Navy personnel actions, including NJP, ADM N
Separations, CMEQ, EEO conplaints, Naval Rights and Responsibilities, FOA,
PA, and ethics.

(5) Skill in determ ning what technology is available to assist staff
enlisted personnel in training, pronoting, and devel oping pride and
prof essi onal i sm

16. NO1D SA Cl VPERS/ EEO Programs (G vilian)

a. Mssion. Manages conprehensive clai mancy—wi de Cl VPERS/ EEO prograns.
Advi ses COWAVRESFOR regarding establishment of policies, procedures,
precedents, programs, guidelines, and other directives that will enable the
claimancy to effectively carry out the DON s mission regarding ClVPERS and
EEO pr ogr ans. Advi ses COWAVAI RESFOR, COWAVSURFRESFOR, and subordinate
commands in applying ClVPERS/ EEO program policies, procedures, precedents,
and guidelines to their respective civilian wrk forces.

b. Functi ons. Oversight and coordination of both EEO and Cl VPERS

prograns. Pl anni ng and policy—-nmaking authority in establishing, coordin-
ating, and nanagi ng personnel policies, prograns, civilian nanpower
resources, and activities for the total clainmancy. Expert technical advisor

on CIVPER and EEO issues to COWAVRESFOR, COWNAVAI RESFOR, COWNAVSURFRESFOR

Fl ags, and other headquarters staff. COWAVRESFOR Command Deputy EEO O ficer
and principle classifier.

c. Command Relationships. External working relationships are with DoD
Givilian Personnel Management Service, Deputy Assistant Secretary of the Navy
(DASN) ClI VPERS/ EEO Prograns, Defense Acquisition Career Minagenent O fice,
Human Resources Operations Center, various Human Resources Offices, as well
as local civil authorities and civic organizations. Internal working
rel ati onships are with COWNAVRESFOR headquarters staff, COWAVSURFRESFOR and
COWNAVAI RESFOR staffs, and all subordinate activities with civilian person—
nel. Advice and guidance is provided to all staff codes and subordinate
conmands. NO1D works closely with NOOF and N1 on nanpower issues.

d. Key Processes

(1) Responds to requests for information, review of draft Secretary
of the Navy (SECNAV) instructions, and other requirements from DASN and ot her
hi gher level authorities.

(2) Liaises with Human Resources O fice concerning headquarters staff
personnel actions.

(3) Dissemnates information regarding Cl VPERS/ EEO prograns to
managers and enpl oyees. Endorses training requests for civilian Staff.

(4) Adnministers or facilitates various benefits prograns, including
Federal Enpl oyees Conpensation Act, Federal Enployees Health Benefits,
Federal Enployees Goup Life Insurance, Thrift Savings Plan, and Retiremnent.

(5) Reviews, researches, and responds to Congressional inquiries.
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(6) Administers various delegated authorities, including reduction in
force, separation incentives, mandatory retirenent, high-grade, and hiring
restrictions. Directs the activities of the command’ s special enphasis
prograns.

(7) Inplenents EEO progranms within the staff, including devel opnent
of the Headquarters Affirmative Enploynment Program Federal Equal Qpportunity
Recrui tnent Program (AEP/ FECRP), advises managers and supervisors on EEO
matters, and processes staff discrimnation conplaints.

17. NO1D/ NO1D1/ NO1D1A/ NO1D1B/ NO1D2/ NO1D2A/ NO1D2B — Administrative Assistants
a. Tasks

(1) Plans, develops, directs, and coordinates conprehensive Human
Resour ce Managenent (HRM/EEO prograns for the Naval Reserve Force and
Headquarters Staff.

(2) Evaluates the overall effectiveness and propriety of ClVPERS EEO
practices throughout the clainancy.

(3) Renders advice and gui dance and recommends appropriate action to
Force Commanders, COs, senior civilian, and military managers on the Staff
and in the field, concerning matters related to or affecting HRM EEO program
menagenent .

(4) Assesses the inpact of statutory, regulatory, and DoD/ DON policy
actions and, when appropriate, fornulates w de plan for inplenentation.

(5) Investigates, analyzes, and determines the causes of a variety of
i ssues and directs/ makes recommendations for resolution of problenms to Force
I nspector General, Force Conmanders, heads of subordinate activities, etc.

(6) Plans, manages, directs, and evaluates COWAVRESFOR s EEO
program including headquarters and subordinate activities.

(7) Monitors and reviews subordi nate comands’ EEO prograns,

(8) Devel ops and reconmends policy in matters pertaining to Force-
wi de EEO achi evenent. Devel ops conmand policies affecting the enploynment of
mnorities, wonen, and the disabled throughout the command to ensure a
positive managenent-oriented program

(9) Directs devel opnent of subordinate commands’ multi-year AEP and
FEORP pl ans. Devel ops consolidated plans. Monitors progress and eval uates
results.

(10) Participates in COWAVRESFOR | nspector Ceneral inspections and
Ofice of Personnel Managenent/Equal Enploynent Qpportunity Conmi ssion
(EECC) / DON eval uati on teans.

(11) Conducts anal yses, studies, or surveys to identify problens or
barriers to EEO Devel ops solutions to barriers and inplenments plans to
overcone under representation of minorities, wonen and handi capped
i ndi vidual s, including disabled veterans.
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(12) Serves and coordinates interfacing with |ocal Federal Executive
Boards, Personnel Counsels in pronoting human resources initiatives to
enhance the relationshi ps between agencies and the |ocal comunity.

b. Know edge
(1) NoiD

(a) Thorough know edge of federal sector, DoD/ DON HVR and EEO
prograns.

(b) Know edge of mission, functions, operation, and managenent of
the Naval Reserve Force.

(c) The ability to:

L Develop, inplenent, and assess HRM EEO prograns specific
to the Naval Reserve.

2. Supervise through subordinate supervisors.
3. Communi cate conplex technical information in witing and

orally and to make oral and witten presentations in a clear and concise
manner when presenting briefs, findings, recomrendations, reports, etc.

4. Use technology in strategic planning, inplenentation,
evaluation, and nonitoring of HRM EEO prograns.

(d) Tact and diplomacy is required as well as the ability to
express ideas clearly and concl usively.

(2) NO1D1 Cl VPERS Prograns Manager (G vilian)
(a) Extensive, conprehensive know edge of federal, DoD, and DON
civilian personnel program |law, regulations, policies, practices, and
procedures across all disciplines.

(b) Broad know edge of COWNAVRESFOR operating prograns.

(c) Skill in supervising enployees performing work in diverse
human resources nanagenent functions,

(d) Ability to:

1l Analyze and evaluate statistical data, resource usage,
and program requirenents.

2. Solve conplex problens, requiring accommopdation of both
management preferences, and objectives with enployee protections and
entitlenents.

3. Represent the Conmand's interests effectively, in witing
or orally.
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(3) NO1D1A Personnel Managenent Specialist (Civilian)
(a) Know edge of:

1l Skill in applying a w de range of personnel managenent
regul ati ons and procedures.

2. COWAVRESFOR mission, objectives, termnology, and
menagenent practices.

(b) Ability to:

1l ldentify interrelated problens, draw conclusions, and
reconmend appropriate courses of action.

2. Establish and maintain effective relationships with and
gain confidence and cooperation of supervisors and nanagers on difficult

i Ssues.

3. Analyze and evaluate statistical data, resource usage,
and program requirenents.

(c) Skill in:
1l Witten and oral comunicati ons.

2. Applying complex fact-finding, analytical, and problem
sol ving nethods and techniques,

(4) NO1D1B Personnel Assistant (Cvilian)
(a) Know edge of:
1l Current regulations and requirements pertaining to
empl oyment, staffing, position classification, enployee performance,

personnel relations, insurance, and annuities.

2. The claimancy, staff, and servicing Human Resources
Ofice operations, prograns, and projects.

3. Navy and staff correspondence policies and procedures.

4. Processing procedures and functions for nultiple advanced
software prograns and functions to produce a w de range of docunents.

(b) Skill in operating a conputer and peripheral equipment.
(c) Skill of an experienced, production-paced typist is required
(d) Ability to conmunicate with persons at all levels of the

conmand.
(5) NO1D2 Command Deputy EEO Officer (Cvilian)
(a) Extensive know edge of |aws, regulations, policies, and court

deci sions governing EEO in the Federal government and the skills to apply
them to a specific situation.
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(b) Know edge of:

1. CIVPERS program areas including staffing, enployee
relations, classification, position managenent, as well as nanagerial and
techni cal EEO know edge.

2. Skills in enploying nethods of data collection and
techniques to analyze, reduce and display data to express the EEO aspects of
a particular problem

(c) Ability to:

1l Set program priorities and neke recomrendations for
changing program direction, on individual and class action cases with broad
i npact, and for actions to correct underlying EEO problens.

2. Manage prograns, analyze and evaluate data and
infornmation, develop affirmative enploynent plans, and consult with all
| evel s of nanagenent.

3. Communicate at all levels of the organization, to

establish effective working relationships with nmd and top-level managenent
within an organization, to interface positively with subordinate conmands and
hi gher authorities, as well as other federal agencies.

4.  Communicate effectively in witing.

5 Apply a variety of teaching nethods in briefings,
| ectures, and small group discussions.

(d) Denonstrate supervisory and managerial skills, including
budget execution, staff managenent, etc.

(6) NO1D2A EEO Specialist (G vilian)
(a) Ability to manage programs, analyze and eval uate data and
information, develop affirmative enploynent plans, and consult with all
| evel s of nanagenent.
(b) Know edge of:
1. Federal Equal Enploynent principles, concepts, |aws,
regul ati ons, policies, and relevant precedent decisions to recognize,

anal yze, and solve difficult EEO problens.

2.  Wat kinds of mamnagenment actions, enploynent practices,
and conditions constitute barriers to EEQO

(c) Broad general know edge of Federal personnel administration
policies and practices including appeals and grievances, |abor relations,

recruitment, and selection.

(d) Skill in negotiating with nmanagers and enpl oyees at all
| evel s of the organization.
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(7) NO1D2B Equal Opportunity (EO Assistant (G vilian)
(a) Know edge of:

1l EEO regul ations and procedures governing the devel opnent,
content, and format of affirmative action plans.

2. Statistical conputation nethods.
3. Navy correspondence and filing system
(b) Ability to:

1l Determine under representation of EEO groups and to
communi cate infornmation in graph and narrative form

2. Communicate with persons at all levels of the command.
(c) Aqualified typist is required.
18. NO1F SA Protocol Oficer

a. Mssion. Provi des advice, consultation, and assistance on all
protocol matters to COVNAVRESFOR, COWNAVAI RESFOR, COWNAVSURFRESFOR, DCCSs,
SAs, and any additional conmands within COWAVRESFOR s claimancy as directed
by COWNAVRESFCR.

b. Functi ons. Serves as the principal advisor to COVMWNAVRESFOR on all
protocol matters. Responsi ble for overall nanagement of Distinguished
Visitors’ (DVs) itineraries and organization of |ogistical support associated
with visits.

¢. Command Rel ati onshi ps. SA to COWAVRESFOR, COWAVAI RESFOR, and
COWAVSURFRESFOR. Reports to COWNAVRESFOR through the COS and Deputy
Commander .

d. Key Processes

(1) Plans and inplenments itineraries for all DVs, including flag or
general officers and flag-level civilians visiting COWAVRESFOR or designee
within the New Ol eans area.

(2) Coordinates all aspects of official local social functions such
as lunches, dinners, receptions, change of command cerenonies, and other
speci al occasions, in addition to visiting DVs.

(3) Maintains a “master” nonthly cal endar for COVWNAVRESFOR,
COWNAVAI RESFOR, and COWNAVSURFRESFOR.

(4) Prepares budget plan, admnisters funds and nmaintains ongoing
Oficial Representational Funds (ORF) bal ance.

(5) Coordinates agendas, social events, logistics, and administrative

support for Naval Reserve Flag Oficers’ Conference, including sane for the
spouse program
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(6) Assists the Force Change Management O ficer with itinerary
pl anning for the Force Executive Steering Conmittee (ESC) neetings.

(7) Overall coordinator and itinerary planner for Mardi G as events
involving  COVNAVRESFOR/ COMNAVAI RESFOR/ COMNAVSURFRESFOR.

(8) Maintains history files of DV visits and changes of conmand.

(9) Special projects as deened necessary by COWAVRESFOR or designee.

e. Tasks

(1) Advises COWAVRESFOR/ COMNAVAI RESFOR/ COVNAVSURFRESFOR on al |
protocol matters.

(2) Plans, develops, inplements, and dissem nates protocol policies
and practices within the Naval Reserve claimancy while ensuring they are
follow ng prescribed DON protocol guidelines and objectives.

(3) Provides protocol guidance to queries throughout subordinate
conmands wi t hi n COMNAVRESFOR cl ai mancy via el ectronic nedia and ot her neans
of conmmuni cati on.

(4) Plans, coordinates, and inplements itineraries for all
di stingui shed visitors visiting COWNAVRESFOR, COVWNAVAI RESFOR,

COWAVSURFRESFOR, and Naval Reserve Information Systens Ofice
( NAVRESI NFOSYSOFF) .

(a) Coordinates with local Bachelor Oficer Quarters (BOQ or
hotel for reservations; make travel arrangenents, including NAVSUPPACT New
Orleans gate security, reserving parking spaces for rental cars, and/or using
the admiral’'s barge, for DV, the DVs spouse, and/or staff; make reservations
for local social events, i.e. restaurants and/or entertai nnent events.

(b) Assigns escort officer(s) to DV and spouse, if acconpanying.

(c) Coordinates briefing schedule with senior briefing officer.
Ensures briefing roomis reserved, required electronic equipnent is
operational; handouts and nane plates are in place, appropriate personal flag
is being flown.

(d) Ensures local Admirals, Deputy, COS, DCOSs'/SAs', NAVSUPPACT/
Naval Air Station (NAS) COs, duty office, as well as DV's personal office,
are kept infornmed of DV's itinerary and any changes. Forwards copy of DVs
bi ography to |ocal commands. Before DVs visit, forward a copy to
COWNAVRESFOR/ COWNAVAI RESFOR/ COWNAVSURFRESFOR admi ral s’ bi ography’s and any
local civilian who is nmeeting with the DV to the DVs office.

(e) Coordinates with Flag Mess to provide coffee, refreshnents,
breakfast, and |unch as required.

(f) Holds duty driver(s) meeting(s) and ensures a dry run is
made. bt ai ns bridge passes when required.

(g) Purchases gift/plague for Dv. |If spouse acconpanies DV,
purchases gift for spouse.
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(h) Coordinates photographer’s schedule with Public Affairs
Oficer (PAO to cover the event.

(i) Mdkes seating charts and table placards as required.

(j) Geets/farewell all Dvs at airport and headquarters’
building, along with senior admiral present/deputy/ COS/staff/ escort officer.

Provi des *“Welcone Aboard Folder” (including welcome letter signed by
COWAVRESFOR) for DV and accompanying staff.

(k) Drafts all thank you letters, Letter of Appreciation (LQA)/
Letter of Commendation (LOC) for staff support during DV visits.

(1) Coordinates social functions hosted by COWAVRESFOR/
COWNAVAI RESFOR/ COVNAVSURFRESFOR.

(5) Coordinates all aspects of an official social functions such as
| unches, dinners, receptions, changes of commmand, and any ot her speci al
occasi ons.

(a) Maintains a current, accurate command invitation list for use
in sending invitations to all persons who should be invited to fl ag—hosted
soci al events.

(b) Drafts invitations and/or prograns as requested. Coor di nat es
printing of sane with Defense Automated Printing Service Detachment:

(c) Maintains a “master” nmonthly social calendar for all three
admral s assigned to COMNAVRESFOR to assist in determning the participation
of each flag officer in local events. Reviews incoming invitations received
by each adniral and coordinate with their aides and secretaries.

(6) Manages the ORF.

(a) Prepares draft budget plan at beginning of each fiscal year
for COVNAVRESFOR s approval .

(b) Adnministers funds and maintains an ongoi ng bal ance, keeping
COVNAVRESFOR i nf or med.

(c) Oders gifts for presentations as required.
(7) Responsible for Naval Reserve Flag Oficers’ conferences.
(a) Coordinates agendas, social events, and logistics for Flag
Oficers and their spouses, including providing daily itineraries for all
events. Liaise, as required, with local businesses, tour conpanies, and

hotels to make necessary arrangenents.

(b) Contracts and coordinates with local hotels to ensure neeting
roonms and room reservations are provided.

(c) Selects adnministrative support staff, ensuring orders are
provi ded.

(d) Coordinates all graphics needs, supplies, and equi prent
requests as required.
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(e) Purchases gifts and plaques for retiring admrals.

(f) Assists with selection of nenus for breakfasts, breaks,
| unches, and dinners for Flag Officers, spouse program and social functions.

(g) Drafts all thank you letters, LOA LOCs, as required.
(8) Assists in coordinating Force ESC neetings.
(9) Overall coordinator and itinerary planner for all Mrdi Gas

events invol vi ng COVNAVRESFOR/ COVNAVAI RESFOR/ COVMNAVSURFRESFOR, wor ki ng
closely with aides and secretaries.

(10) Maintains history files of DV visits, changes of command, and
Mardi Gras events.

(11) Liaises with NAVSUPPACT (perations O ficer to coordinate
official office calls and invitations to |luncheons and/or receptions wth
visiting ship’s CO

f. Knowl edge

(1) Expert on all Navy protocol regulations and practices.

(2) Broad know edge of COWNAVRESFOR prograns.

(3) Ability to:

(a) Manage and supervise part-tinme staff.

(b) Establish and maintain tact and diplonmacy in working
rel ationships with all levels of COMNAVRESFOR, COVWNAVAI RESFOR, and
COWAVSURFRESFOR, as well as superior and subordinate commands.

(c) Apply sound, mature, independent judgment in inplenenting and
executing the various and demanding duties involved with protocol.

(d) Be avail able evenings, weekends, and holidays when required
(many DVs visit during these tines).

(e) Serve as an escort officer when required.
19.  NO1G SA Force Chaplain

a. Mssion. Provi des advice, assistance, and consultation to
COMNAVRESFOR , COWNAVAI RESFOR, COVNAVSURFRESFOR on matters relating to
religion, religious ministry, and noral/ethical concerns, conmand norale, and
quality of life issues. In performing the responsibilities as an area,
coordinator, coordinates the provision of religious ministry in the ‘M d-CONUS
Loui si ana Region. Provides advice to Chief of Chaplains on matters concerning
religious ninistry within the claimancy. Provide advice, resources and
information, and training to claimncy chaplains/religious prograns.

b. Functi ons

(1) Serves as principal advisor to COWAVRESFOR on religious, noral,
spiritual, and ethical natters.
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(2) Serves as an advisor to the Chief of Chaplains on religious
mnistry matters within Naval Reserve clai mancy.

(3) Serves as advisor to Naval Reserve chaplains on Chief of Chaplain
policies, goals, and initiatives.

(4) Responsible for matching Naval Reserve chaplain/RP assets with
enmer gi ng needs/requirenents.

(5) Coordinates Reserve chaplain support for Mlitary Funerals.
I npl ements staff training on Quality of Life issues.

(6) Plans and programs readiness training for chaplains and religious
pr ogr ans

¢. Command Rel ati onshi ps. SA to COWAVRESFOR, and COWAVSURFRESFOR.
Supervi sor for COWNAVAI RESFOR Chaplain who is assigned Additional Duty (ADDU)
to COWAVRESFOR as Deputy Force Chapl ain. Liaison with the Ofice of the
Chi ef of Chapl ai ns,

d. Key Processes

(1) Administers religious prograns readiness training to Force
Chapl ai ns/rel i gi ous prograns.

(2) Coordinates with OPNAV (NO97C) on nobilization of religious
mnistry personnel.

(3) Issues Chief of Chaplain goals, policy, and gui dance on
chapl ai ns/religious prograns.

(4) Reviews, processes, and responds to RP personnel needs and
requirenents in the claimncy.

20. NO1GL Chaplain (O ficer)
a  Tasks
(1) Facilitates mnistry of chaplains throughout the claimncy.
(2) Advises Chief of Chaplains on religious matters.

(3) Implenents and evaluates training policies and goals established
by the Program Sponsor (OPNAV N097) for chaplains and religious prograns.

(4) Coordinates with OPNAV (N097C) to inplenent the United States
Mobilization Plan for Chaplains and religious prograns.

(5) Manages and nonitors the following programs for chaplains and
religious programs in the Naval Reserve:

(a) AT
(b) ADT

(c) RP “A" and “F" School s
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(d) Reserve Training Courses: US. Mrine Corps Indoctrination,
U S. Coast Guard Indoctrination, Reserve Naval Mbile Construction Battalion
I ndoctrination, Unauthorized Absence/Deserter and Hospital Indoctrination.

(6) Coordinates with COVWNAVSURFRESFOR the 05/06 billets to be filled
by the National Screening and Detailing Board.

(7) Represents COWAVRESFOR at mmjor claimnt staff Chaplain
meet i ngs.

(8) Mnitors support required for Naval Reserve Chaplains and
religious and religious prograns with nobilization billets in the Marine
Corps, CG and the Naval Reserve Construction Force to ensure adequate
adm nistration and funding support for operational readiness.

(9) Monitors the acquisition, operation, and maintenance of religious
mnistry facilities.

(10) Provides orientation and training for active duty chaplains in
the cl ai mancy.

(11) Assists COWAVSURFRESFOR and COWNAVAI RESFOR in eval uating
effectiveness of Comand Religious Programs (CRPs) as part of the Naval
Command | nspection Program

(12) Assists Command Chapl ains in planning, progranmmng, and
budgeti ng.

(13) Monitors billet requirements for chaplains and religious
programs in clainancy.

(14) Coordinates professional activities, cerenonies, and training
anong area chapl ains and religious prograns.

(15) Coordinates chaplain participation in casualty assistance and
energency response plans.

(16) Provides pastoral care for COWAVRESFOR, COWAVSURFRESFOR, and
COWAVAI RESFOR Headquarters Staff personnel.

b. Know edge
(1) Must possess a Chaplain Corps designator (4100).
(2) Broad working know edge of:

(a) Command responsibility in providing for the free exercise of
religion.

(b) COWAVRESFOR personnel policy, structure, and prograns.
(c) COWAVSURFRESFOR and COWNAVAI RESFOR echel on 1V CRPs.
(3) Ability to:

(a) Plan, direct, and execute readiness training for all SELRES
Chapl ai ns and religious prograns,
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(b) Establish and naintain effective working relationships with
all levels of COWAVRESFOR, COWAVSURFRESFOR, and COWNAVAI RESFOR, as well as
superior and subordi nate commands.

(c) Apply sound, independent judgnment in executing and inplenen-
ting the various duties involved with religious issues/responsibilities,

(d) Supervise a subordinate staff.

(4) Working know edge of Ecclesiastical Endorsement process and
requi rements.

21. NO1GA Assistant Chaplain (Oficer)
a. Know edge
(1) Menber of the Navy Chaplain Corps.
(2) Broad working know edge of:

(a) Command responsibility in providing for the free exercise of
religion.

(b) COWNAVRESFOR personnel policy, structure, procedures, and
prograns.

(c) COWAVSURFRESFOR and COWNAVAI RESFOR echel on 1V CRPs.
(3) Ability to:

(a) Plan, direct, and execute readiness training for all SELRES
Chapl ains and religious prograns.

(b) Establish and maintain effective working relationships with
all levels of COWAVRESFOR, COWAVSURFRESFOR, and COWNAVAI RESFOR, as well as
superior and subordi nate commands.

(c) Apply sound, independent judgnent in executing and inplenmen—
ting the various duties involved with religious issues/responsibilities.

(d) Supervise a subordinate staff.
22 . NO1GB RP Specialist (Senior Enlisted)
a. Know edge
(1) Possess RP Specialist NEC 2401.

(2) Broad working know edge of Navy policy that pertains to personnel
and to Religious Mnistry.

(3) Working know edge of COWNAVRESFOR policy, procedures, and
prograns.

(4) Must have advanced office nanagement know edge and skills.

(5) Advanced Automated Infornation System (A'S) know edge and skills.
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(6) Ability to:
(a) Conduct rate training for area RPs.
(b) Perform independently in the absence of the chaplains.
(c) Supervise subordinate staff.
23. NO1GC/ NO1G RP Speci al i st
a. Know edge
(1) Working know edge of:

(a) Navy policy that pertains to personnel and to religious
mnistry.

(b) COWAVRESFCR policy and prograns.
(2) Must have of fice management know edge and skills.
(3) AI'S know edge and skills.
24.  NO1M SA Force Medi cal
a. Mssion

(1) Establishes policy and issues guidance related to Medical
Departnent and Naval Reserve health of the force issues.

(2) Provides advice, consultation, and assistance to COVNAVRESFOR,
COWNAVAI RESFOR, COWNAVSURFRESFOR claimancy in all Medical Department nmatters
as directed by COVWNAVRESFOR

(3) Disability program manager for COVNAVRESFCR .
b. Functi ons

(1) Serves as principal advisors to COVWNAVRESFOR on all medical
i ssues, policies, and prograns.

(2) Serves as Incapacitation and Disability Minager for the Naval
Reserve.

(3) Serves as new accession physical exami nation final review
authority.

(4) Coordinates quarterly Naval Reserve Health Services Flag Council
meet i ngs.

(5) Compiles and forwards quotas to BUVED (MED-07) for the SELRES
personnel attending the annual Association of Mlitary Surgeons of the United
States (AMSUS) Conference. Prepare correspondence to notify the field of
quota requirenment and provi de guidance regarding any issues that arise.
Conpile data for the SELRES Report for AMSUS Attendees and forward to CNO
(N095) .
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c. Command rel ationshi ps

(1) SA to COWAVRESFOR and liaison for Naval Reserve Medical
Departrment and Health of the Force issues with DoD, Health Affairs, DON,
Assi stant Secretary of the Navy (ASN), Reserve Affairs; CNO (N095, N0931);
Physi cal Evaluation Board (PEB); COWAVPERSCOM BUMED;, Office of the Judge
Advocate Ceneral (QJAG Code 13); DFAS; Naval Reserve Personnel Center
(NAVRESPERSCEN) ; other DoD/Veterans Administration (VA) nedical facilities
and civilian nedical agencies.

(2) Internal liaison for Medical Department issues wth COVWAVRESFOR
(N0O2, NOOD, NOOM NOOB, NO1, N1, N5, N7); Commrander, Naval Reserve
Recruiting Conmmand ( COVNAVRESCRU TCOM); COWNAVSURFRESFOR (N7), and
COVNAVAI RESFOR  (N3M) .

d. Key precesses

(1) Receives, reviews, and determines eligibility for nedical
benefits, incapacitation pay benefits, and physical evaluation board
processi ng.

(2) Reviews cases subnitted for physical qualification for retention
in the Naval Reserve.

(3) Reviews accession physical exam nations for conpliance with
i nduction/retenti on physical standards.

(4) Devel ops COWAVRESFOR rnedi cal /dental policy from DoD, DON, OPNAV,
and BUMED directives.

25. NO1M Medical O ficer (Oficer)
a. Tasks

(1) Provides policy and initial guidance regarding Health of the
Force issues to COWAVRESFOR cl ai nancy.

(2) Advises COWAVRESFOR on official directives and other
comuni cation appropriate to matters pertaining to the health of the Force.

(3) Maintains liaison with Assistant Secretary of Defense (ASD), ASN,
0 JAG COWNAVPERSCOM BUMED, DFAS, NAVRESPERSCEN, program sponsors, other
conmands, civilian medical agencies, and other departments within
COWNAVRESFOR headquarters.

(4) Reviews COWAVRESFOR directives, instructions, and correspondence
pertaining to the health of the Reserve Force in nedical and dental issues.

(5) Provides the Force Medical Departnent executive |eadership and
managenent .

(6) Reviews requests for disability benefits to determ ne
eligibility, issue Notice of Eligibility (NOE), grant extensions, evaluate
nont hly nedi cal docunentation, and request medical boards as appropriate.

(7) Reviews accession physical exam nations for conpliance wth
i nduction/retenti on physical standards.
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(8) Reviews draft response of congressional inquires related to
Health of the Force issues.

(9) Menber of Configuration Executive Board.
b. Know edge
(1) Possesses Medical Corps designator (2105/2100).
(2) Broad know edge and understandi ng of BUMED conmand structure,
programs, and directives; Naval Reserve Force command structure progranms and

directives; Manual of the Medical Departnent, and MIlitary Entrance
Processing Station (MEPS) accession physical standards, and the Disability

Eval uation System

(3) Thorough working know edge of disability standards, conpensation,
and PEB processes for the Arned Forces.

(4) Ability to:
(a) Manage and supervise subordinate staff.

(b) Establish and maintain working relationship with external and
internal levels of nanagenent civilian and military.

(c) Plan, direct, and coordinate conplex program pertaining to
the Health of the Force.

(5) Basic know edge and skills pertaining to nmanpower, training, and
POM Program Revi ew Budget Processor budget process.

(6) Schools required include the follow ng courses: (1) TAR
Accession; (2) Perspective Commanding Officer (PCO; (3) Reserve Liaison
Oficer (RRO; (4) Action Oficer; and (5) Disability Evaluation.

26. NO1ML Assistant Medical Oficer (Oficer)

a. Tasks

(1) Provides policy and initial guidance regarding Health of the
Force issues to COWNAVRESFOR cl ai mancy.

(2) Advises COWAVRESFOR on official directives and other
communi cation appropriate to matters pertaining to the health of the Force.

(3) Maintains liaison with ASD, ASN, QJAG BUMED, program sponsors,
other commands, civilian medical agencies, and other departnments within
COWAVRESFOR headquarters.

(4) Reviews COWAVRESFOR directives, policies, and correspondence
pertaining to the health of the Reserve Force in nedical and dental issues.

(5) Provides the Force Medical Departnment executive |eadership and

managenent , Coordinates the NOE and Incapacitation Pay process and retention
process for the Naval Reserve.
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(6) Reviews Reservist's requests for disability benefits to determine
eligibility, issue NOE, grant extensions, process appeals, evaluate nonthly
medi cal docunentation, and request nedical boards as appropriate.

(7) Review packages subnitted for nedical issues related to retention
in the Naval Reserve.

(8) Professional/technical review of incentive bonus packages on
Medi cal Departnment personnel.

(9) Reviews, processes, and responds to congressional inquires
related to Health of the Force issues.

(10) Manages the Professional School Liaison Oficer (PSLO program
(11) Coordinates the Naval Reserve Health Services Flag Council.
(12) Serves as functional nanager for Reserve Standard Training
Admi ni stration And Readi ness Support (RSTARS) (MV). Supports data collection
and docunents nedical and dental readiness requirenents.
(13) Supports PCO course on a quarterly basis.
27.  NOIML O ficer
a. Know edge

(1) In-depth know edge of COWAVRESFOR policies, procedures and
programs, BUMED command structure, programs and directives, Mnual of the
Medi cal Departnent, and MEPS accession standards.

(2) Thorough know edge of SECNAVINST 1770.3B, |ncapacitation and
| ncapaci tation Pay Managenent for the Naval Reserve.

(3) Thorough know edge of Disability Evaluation System disability
standards, conpensation and PEB processes, for the Arned Forces.

(4) Ability to:
(a) Establish and maintain effective working relationships with
all levels of managenent including the ability to manage and organi ze

subordi nate staff.

(b) Communi cate conplex information orally and in witing and
make oral presentations in a clear, concise nmanner.

(c) Plan, direct, and coordinate conplex programs pertaining to
health of the Naval Reserve Force.

(5) Skilled in using conputer applications.

(6) Schools required include PCO course, Action Officer Course,
Disability Evaluation System Course.

[11-31



COMNAVRESFCRI ST 5400. 17D
22 FEB 2001

28. NO1IM2 Hospital man Senior Enlisted
a. Tasks

(1) Maintains liaison with BUMED, program sponsors, other conmands,
civilian nedical agencies, and other departnments within COWAVRESFOR
headquarters.

(2) Reviews COVNAVRESFOR directives, policies, and correspondence
pertaining to the health of the Reserve Force in nedical and dental issues.

(3) Reviews Reservist's requests for disability benefits to determ ne
eligibility and issue NOCE

(4) Reviews and recommends rate conversions and Advance Pay G ade
assignnent to Hospital Corpsnman (HM/Dental Technician (DT) SELRES comunity
and to the enlisted manning control authority on issues relating to the TAR
HM comunity and Ofice Incentive Prograns.

(5) Reviews drafts for congressional inquires related to nedical
i ssues.

(6) Conpletes professional and technical reviews of Incentive Bonus
packages on Medi cal Department personnel.

(7) Reviews and make reconmmendati ons on rate conversion and Advanced
Pay G ade assignments to the HM DT SELRES comunity and O ficer Incentive
Progr ans.

(8) Reviews and nmke recommendations to the enlisted manning control
authority on issues related to the TAR HM comunity.

(9) Represents Force Medical Departnment at neetings, conferences and
briefings pertaining to Naval Reserve HM DT issues.

(10) Provides liaison to the TAR HM detailer, Fleet Marine Force
Reserves, BUMED (MED 07), and Naval Reserve Health Services Flag Council
Senior Enlisted Representative on matters pertaining to HV DI Reserve

conmuni ty.
(11) Serves as nenber of the Inspector Ceneral team as required.

(12) Drafts, reviews, and makes recommendations on COWAVRESFOR
publications and directives concerning or affecting the Medical Departnment
Representative (MDR), TAR HWVs, and SELRES within the Naval Reserve clai nancy.

(13) Researches and develops billet requirenents pertaining to
assignnent of SELRES HVs and DIs and TAR HM within the Naval Reserve
cl ai mancy.

29. NO1M2 Adm nistrative Assistant (Enlisted)

a. Know edge

(1) Working know edge of all current COVWNAVM LPERSCOM BUMED, and
COWNAVRESFOR directives relating to Reserve medical matters,
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(2) Thorough know edge of the standards for physical exanination per
the Manual of the Medical Departnent.

(3) Conprehensive understanding of the administrative procedures for
the Naval Reserve program

(4) Ability to:
(a) Manage and organi ze subordinate staff.

(b) Establish and maintain a working relationship with external
and internal levels of civilian and military nanagenent.

(c) Comuni cate information both orally and witten. O ganize
oral presentations and witten correspondence in a clear and concise manner.

(5) Know edge of:

(a) The physical disability procedures relating to the Arned
For ces.

(b.) The Correspondence Manual .
(6) Skill in using conputer applications.

(7) Required courses include PCO RLO Action Oficer, and Disability
Eval uati on.

30. NO1MB Admi nistrative Assistant (Enlisted)

a. Tasks

(1) Maintains liaison with ASN, OQJAG NAVM LPERSCOM BUMED, DFAS,
NAVRESPERSCEN, program sponsors, other commands, civilian nedical agencies,
and other departments within COVWAVRESFOR headquarters.

(2) Reviews COWAVRESFOR directives and correspondence concerning
Reserve medi cal and dental issues.

(3) Manages the NOE process.

(a) Involves review of NCE requests and nedical docunentation
required for deternmining disability benefits,

(b) Includes conpleting the NOE information sheet, research of
i ndi vi dual cases, and forwards recommendation for approval or denial of
disability benefits.

(c) Oversees the review of NOE extension requests for conpleting
and forwardi ng correspondence to ASN. Tracks extension requests until
approval for extending the incapacitation pay benefits are received.

(d) Ensures verification and tineliness of nedical boards
processing and final disposition of NOE cases by the PEB.

(e) Research of individual cases and conpletes the drafting of
correspondence for all suspended or terminated NCE cases.
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(f) Oversees the review of new docunmentation submitted with
appeal s. Forwards cases for adjudication if the docunentati on supports the
injury, illness or disease is considered Naval Reserve service related. For
cases that are not Naval Reserve service related, drafts correspondence and
forwards to QJAG for final determnation. Tracks NCE appeal letters until
final determination is received from QIAG

(4) Manages I ncapacitation Pay process. Includes review of all
i ncapacitation pay requests to verify continued eligibility for
i ncapacitation pay (i.e., medical boards, extension of incapacitation pay
benefits, enploynent and civilian incone information, and PEB/ Medical Board
st at us).

(5) Provides guidance to the MDR regarding the proper nmmnagenment of
the command’s NOE and Retention progranms, extensions, appeals, nedical
boards, and PEB processes.

(6) Provides guidance when there is a breakdown in conmunication
pertaining to menber being discharged with disability and severance pay or
pl aced on the Tenporary Duty Retired List (TDRL). Educates the field on
severance and TDRL processes.

(7) Manages the Retention process.

(a) Oversees the review of cases subnmitted for physical
qualification for retention to determine if injury, illness or disease is
Naval Reserve service related. Drafts correspondence to nenber, menber’s
Conmmand, QOJAG or PEB as required.

(b) Tracks retention cases until final determ nation has been
made by the PEB.

(8) Represents Force Medical Departnent at neetings, conferences and
briefings pertaining to NOE and retention issues. I ncludes training and
instruction regarding NOE and retention issues at the REDCOM MDR Conference,
PEB Conference and the Reserve Management Administration (RWA) course.

(9) As COWNAVRESFOR TRI CARE Representative addresses personal issues
for individuals within comrand. Provides training, guidance and informtion
to comand personnel at Command I|ndoctrination.

(10) Reviews and drafts responses to congressional inquires related
to medical issues.

(11) Manages the purging of files and updating of conputer tracking
system for NOES, Incapacitation Pay, and retention case files.

(12) Conpiles quotas for the SELRES personnel attending the annual
AMBUS Conf erence, Coordinates the administrative portion of notifying the

field of quotas and address any issues pertaining to such. Oversees the
conpl etion of the SELRES Report for AMBUS Attendees to CNO (N095).

b. Know edge

(1) Working know edge of all current directives from COVWNAVRESFOR
COWAVM LPERSCOM and BUMED relating to Reserve nedical natters.
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(2) Thorough know edge of the standards for physical exam nation per
the Manual of the Medical Departnent,

(3) Conprehensive understanding of the adm nistrative procedures for
the Naval Reserve Program

(4) Ability to:
(a) Manage and organi ze subordinate staffs.

(b) Establish and maintain a working relationship with external
and internal levels of civilian and mlitary nmanagenent.

(c) Comrunicate information both orally and witten. Organize
oral presentations and witten correspondence in a clear and concise manner.

(5) Know edge of:
(a) The physical disability procedures for the Armed Forces.
(b) The Correspondence Mnual .
(6) Skill in using conputer applications.
31. NO1MA Admi nistrative Assistant (Enlisted)
a  Tasks

(1) Maintains liaison with ASN, QJAG BUMED, DFAS, NAVRESPERSCEN,
program sponsors, other commands, civilian medical agencies, and other
departnents within COVNAVRESFOR headquarters.

(2) Initiates the review of nedical docunents required for
determining disability benefits. Prepares NOE information sheets, research
of individual cases, and forwards the reconmendation for either approval or
deni al .

(3) Reviews new docunents subnitted with appeals and forwards for
adjudication if the docunmentation supports the injury, illness, or disease
and is considered Naval Reserve service related. For cases that are not
Naval Reserve service related, drafts correspondence and forwards to QJAG for
final determ nation. Tracks NOE appeals until final determination is
received from QJIAG

(4) Reviews extension requests for conpleteness and forwards to ASN.
Tracks extension requests until approval for extension of incapacitation pay
benefits are received.

(5) Provides guidance to the MR regarding the proper nanagenent of
the command’s NCE and retention prograns, extensions, appeals, nedical
boards, and PEB process.

(6) Reviews cases subnmitted for physical qualification for retention
to determine if injury, illness, or disease is Naval Reserve service related.
Drafts correspondence to nmenber, nenber’s conmmand, QJAG or PEB as required.
Tracks cases until final determnation has been nmade by the PEB.
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(7) Assists COWAVRESFOR TRI CARE Representative and addresses
personal issues for individuals w thin conmmand. Provi des training, guidance
and information to command personnel at command indoctrination.

b. Know edge

(1) Must have a working know edge of all current directives from
COWNAVRESFOR, BUPERS, and BUMED relating to Reserve Medical matters.

(2) Thorough know edge of the standards for physical exam nations per
the Manual of the Medical Departnent.

(3) Broad understanding of the administrative procedures for the
Naval Reserve program

(4) Know edge of physical disability procedures for the Arnmed Forces.

(5) Know edge of the Correspondence Manual .

(6) Ability to conmunicate information both orally and witten.
Organize oral presentations and witten correspondence in a clear and concise

manner.

(7) Reviews requests for disability benefits, extension requests, and
retention issues.

(8) Skill in using conputer applications.
32. NO1Mb Administrative Assistant (Enlisted)
a  Tasks
(1) Provides yeoman expertise to acconplish admnistrative
requi renents of departnent. Includes mailing, serialization, filing, and

proofreading all correspondence,

(2) Drafts correspondence and nessages for review and rel ease by
NO1M NO1ML.

(3) Prepares TAD orders for signature and takes them to Schedul e
Airline Traffic Ofice (SATO for processing.

(4) Terminal Area Security Oficer (TASO Representative for NO1M
Web Master for NO1IM

(5) Prepares flag correspondence for signature by the Force Medical/
Dental officer.

(6) Prepares congressional inquiries for review by NO1IM and submits
to the signature authority.

(7) Schedul e roomreservations, prepares agendas for Admirals during
quarterly visits.

b. Know edge
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(1) Possesses the yeoman rating.

(2) Know edge and understanding of the Correspondence Manual, Reserve
Integrated Travel System (RITS) Manual, pertinent command directives, and
SECNAVI NST 1770. 3B, Incapacitation and Incapacitation pay, and DFAS
instructions related to Incapacitation.

(3) Basic know edge of ADP such as Message Dissem nati on Subsystem
(MDS), Wndows 97/ NT, RSTARS, and Mcrosoft Ofice.

(4) Understands administrative procedures for the Naval Reserve
Program

33. NO1M6 Adm nistrative Assistant (Enlisted)
a. Tasks
(1) Provides yeoman expertise to acconplish admnistrative
requi renents of department. Includes mailing, serialization, filing, and

proofreading all correspondence.

(2) Drafts correspondence and nessages for review and rel ease by
NO1M NO1ML.

(3) Prepares TAD orders for signature and takes them to SATO for
processi ng.

(4) Prepares flag correspondence for signature of Force nedical/
dental officers.

(5) Prepares congressional inquiries for review by NO1M and
submission to signature authority.

(6) Schedules room reservations and prepares agendas for Admirals
during quarterly visits.

(7) Tracks PSLO to include officers at colleges and universities,
(8) Prepares, verify, and proofread directives.

(9) Types agenda, minutes, and addresses administrative issues
related to the Health Services Flag Council.

(10) Processes incapacitation pay requests for subm ssion to DFAS
d evel and. Provi des guidance to field regarding incapacitation pay issues.

b. Knowl edge
(1) Working know edge of the yeoman rating.
(2) Know edge and understanding of the Navy Correspondence Manual,
RI TS Manual, pertinent command directives, and SECNAVI NST 1770.3B on

I ncapaci tation and Incapacitation pay, and DFAS instructions related to
I ncapaci tati on pay.
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(3) Basic Know edge of ADP system such as MDS, Wndows 97/ NT, RSTARS,
and Mcrosoft Ofice.

34, NO1IM/ Administrative Assistant (Enlisted)
a  Tasks
(1) Reviews incapacitation pay requests for conpletion and deternines
menber’s continued eligibility for NOE or incapacitation pay. Processes al |
i ncapacitation pay requests and forwards authorization for pay to DFAS.
(2) Provides guidance to field regarding incapacitation pay issues.
(3) Supply Petty O ficer for NO1IM
(4) Assistant WEB Master for NO1IM
(5) Provides yeoman expertise to acconplish admnistrative

requirements within the departnent. This includes mailing, serialization,
filing, and proofreading all correspondence.

b. Know edge

(1) Working know edge of the yeoman rating.

(2) Know edge and understanding of the Navy Correspondence Manual,
RITS Manual, pertinent command directives, SECNAVINST 1770.3B, |ncapacitation
and Incapacitation pay, and DFAS instructions related to Incapacitation.

(3) Basic know edge of ADP system such as MDS, Wndows 97/ NT, RSTARS,
and Mcrosoft Ofice.

(4) Understands admi nistrative procedures for the Naval Reserve
Program

35. NO1P SA Force PAO

a. Mssion, Provi des advice, consultation, and assistance in all public
affairs matters to COVNAVRESFOR, COWNAVAlI RESFOR, COWNAVSURFRESFOR, DCOSs, SA,

and any additional commands within the COWAVRESFOR cl ai mancy per
COWNAVRESFOR.

b. Functi ons. Serves as principal advisor to COVWAVRESFOR on all public
affairs issues.

¢. Command Rel ationshi ps. SA to COWAVRESFOR, COWAVAI RESFOR, and
COVWNAVSURFRESFOR. Liaison with the Navy Ofice of Information (CH NFO and
the Director of Naval Reserve Public Affairs Oficer (N952).

d. Key Processes

(1) Publishes Force newspaper Naval Reservist News nonthly.
(2) Administers content of Naval Reserve Force Wb site.

(3) Administers SELRES Public Affairs Program 35.
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e. Tasks

(1) Reviews and advi ses COWAVRESFOR on internal, nedia, and
community relations.

(2) Plans, develops, inplements, and dissennates internal and
external conmunications; other public affairs policies and practices wthin
the Naval Reserve claimancy while ensuring they are follow ng prescribed DON
public affairs objectives.

(3) Coordinates inputs and publishes the Force newspaper Naval

Reservist News nonthly, the Canpaign Drug Free quarterly newsletter
Li ght house, and other publications as required.

(4) provides public affairs training to prospective echelon IV and V
COs and command master chiefs.

(5) Serves as program 35 nanager for the SELRES public affairs
communi ty.

(6) lIssues public affairs guidance to subordinate commands within
COWAVRESFOR cl ai mancy via electronic nmedia and other means of conmmunication.

(7) Inspects COWNAVAI RESFOR and COWAVSURFRESFOR field activities
command public affairs prograns.

(8) Answers nedia queries regarding Naval Reserve issues.

(9) Reports to the Commander through the Deputy Conmander and COS.
f. Know edge

(1) NO1P

(a) Must be a nmenmber of the Navy Public Affairs community,
desi gnator 1650 (active) or 1655 (SELRES).

(b) Expert on all Navy public affairs regulations and practices,
including nedia, internal, and community relations.

(c) Broad know edge of COVNAVRESFOR prograns, electronic nedia,
the Internet, and Wrld Wde Wb, desktop publishing, and editing.

(d) Working know edge of the FO A and PA
(e) Ability to:
1l Manage and supervise subordinate staff.
2. Establish and maintain effect working relationships with
all levels of COWAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR, as well as

superior and subordi nate commands.

3. Apply sound, independent judgment in inplenmenting and
executing the various duties involved with public affairs.
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(2) NO1P11/NA P2 staff Journalist (Enlisted)

(a) Broad know edge of all Navy public affairs regulations and
practices, media relations, internal relations, community relations,
electronic nedia, the Internet, and Wrld Wde Wb, desktop publishing, and
edi ting.

(b) Working know edge of COWNAVRESFOR programs and the FO A and
PA.

(c) Ability to:

1. Establish and maintain effect working relationships with
all levels of COWAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR, as well as
superior and subordi nate commands.

2. Apply sound, independent judgment in inplenenting and
executing the various duties involved with public affairs.

(3) NO1P3 Speech Witer (Civilian)

(a) Broad know edge of internal relations, electronic and
traditional external nedia, the Internet, and Wrld Wde Wb, desktop
conputer and RESFMs software use, public affairs program nmanagenent, and
speech research and drafting requirenents.

(b) Working knowl edge of all Navy public affairs regulations and
practices.

(c) Ability to:
1. Establish and maintain effect working relationships with
all levels of COWAVRESFOR, COWAVAIRESFOR, and COWAVSURFRESFOR, as well as

superior and subordinate commands.

2. Apply sound, independent judgnent in inplenenting and
executing the various duties involved with public affairs.

(d) Strong conceptual and witing skills.
(4) NO1P4 Editor (Civilian)

(a) Broad know edge of internal relations, electronic and
traditional media, the Internet and Wrld Wde Wb, conputer and desktop
newspaper publishing, and editing.

(b) Working knowl edge of all Navy public affairs regulations and
practices.

(c) Ability to:
1. Establish and nmaintain effect working relationships with

all levels of COWAVRESFOR, COWNAVAlI RESFOR, and COWNAVSURFRESFOR, as well as
superior and subordi nate commands.
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2. Apply sound, independent judgment in inplenenting and
executing the various duties involved with public affairs.

(d) Strong conceptual and witing skills.
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Section |V — DCOS, Manpower and Personnel (N1)
1. N1 DCOS, Manpower and Personnel

a. Mssion. Provides active duty Full Time Support (FTS) and Reserve
Personnel to neet nobilization requirements while providing Peacetinme
Contributory Support (PTCS), and devel ops manpower and personnel policy and
gui dance to neet nission requirements and Navy and Naval Reserve readiness

goal s.
b. Functi ons

(1) Serves as principal advisor to COWAVRESFOR in matters relating
to nmanpower and personnel administrative nanagenent. Exerci ses overall man—
agerment of assigned Active Duty FTS and SELRES manpower, devel ops procedures
for administration and directs inplenenting approved SELRES manpower plans
and personnel policies. Assists CNO (N095) in determnining Naval Reserve
manpower and personnel requirements and in devel opi ng manpower and personnel
pl ans and policies affecting the Naval Reserve.

(2) Adnministers overall nanagenment of SELRES manpower; devel ops
guidance and procedures for inplementation, control and managenent of
approved nanpower plans and authorized programs; devel ops and manages SELRES
of ficer and enlisted conmmunity managenent; provides statistical forecasting
and anal ysis of SELRES officer and enlisted manpower strength plans.

(3) Administers overall managenent of the Naval Reserve retention and
onbudsman programs; serves as principal advisor to COWAVRESFOR on natters
concerning retention; responsible for formulating policy on retention and
onbudsnman prograns.

c. Command Relationships. Liaisons with DoD, CNO (N1, NIR, 095),
COWNAVPERSCOM 42 Manpower C ai mants, NAVRESPERSCEN, COVNAVAI RESFOR,
COWAVSURFRESFOR, COWNAVRESCRUI TCOM and ot her agencies on manpower issues.
Devel ops personnel administrative managenent procedures for inplenmenting
policies and regul ati ons issued by higher authority for active duty and
SELRES personnel and |ndividual Ready Reserve personnel participating in |DT.

d. Key Processes

(1) Directs projects involving personnel policy decisions in the
foll owing areas: Recruiting, retention, attrition, human resource
management, resource allocation, force managenment and conpensation.

(2) Supervises and routinely interfaces with DoD/ DON personnel
possesses extensive experience, training, and/or education in Manpower
Systens Analysis (MsA) functional areas.

(3) Acts as a project officer or independently in matters pertaining
to MSA policy devel opment, inplenentation, and managenent oversight resulting
from DoD/ DON resource planning, progranm ng and budgeting initiatives.

(4) Exercises and nonitors internal control procedures over NMSA
rel ated managenent |Ss and associ ated databases.
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e. Tasks

(1) Interprets policy guidance and regul ations issued by higher
authority relating to FTS and SELRES manpower and personnel nanagement.
Fornmul ates plans, policies, and procedures for effective managenent of FTS
and SELRES nmanpower and personnel prograns assigned to COWNAVRESFOR

(2) Inplenents, directs, and nonitors execution of SELRES nanpower
personnel adm nistrative management prograns to achi eve the highest attain-
abl e degree of personnel readiness in the event of nobilization within
aut hori zed and funded personnel strengths.

(3) Perfornms manpower management functions assigned to COVWNAVRESFOR
as a manpower cl ai mant under OPNAVI NST 1000. 16J (does not perform POM
submi ssion coordination function).

(4) Acts as Manning Control Authority (MCA) for activities assigned
t o COVNAVRESFOR Represents COVNAVRESFOR at schedul ed MCA Distribution
Conf erences.

(5) Manages and administers SELRES incentive prograns.

(6) Manages and administers Initial Active Duty Training (1ADT)
assignnents and monitors conpleting |1 ADT requirenments for nonprior service
personnel conmi ssioned or enlisted in the SELRES.

f. Knowl edge
(1) Possesses MSA subspecialty code (3300).

(2) Know edge of fiscal and economic principles, DoD/DON nmanagenent
information systens and an in-depth famliarity with quantitative techniques
enployed in conjunction with MSA databases and manpower planning nodels to
critically analyze MSA plans and policies.

(3) Served at least one tour in any validated 3300X or approved
rel ated subspecialty coded billet (graduate level) for a mninum of 18
nont hs.

(4) Denonstrated supervisory or individual performance in carrying
out duties and tasking within MSA functional areas such as:

(a) Supervised, nanaged, or directed personnel at the
organi zational |evel applying specific analytical skills, i.e., work
measur enent techniques, linear and nonlinear programing, nanpower systens
anal ysis processes, stochastic nodeling, econonetrics, qualitative and
quantitative requirenments determnation, measures and controls.

(b) Supervised, nmanaged, or directed personnel at the
organi zational level in maintaining DON manpower managenent information
systems to provide qualitative and quantitative statistics and data necessary
to support and sustain MSA nodeling efforts, classical and contenporary
managenent principles and controls and specific analyses.
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2. N1S DCCs for Manpower and Personnel Secretary (G vilian)
a. Tasks

(1) Stays current on priorities, activities, policies, and objectives
of the DCOS and provides assistance in carrying out the daily routine.

(2) Screens calls and visitors, answering questions, and conpleting
nost business policy or routine matters referred to the DCCS.

(3) Receives incomng correspondence, nessages, instructions, and
notices for the office. Advises DCOS of items of special interest due to
urgency or inmportance. Muintains control of correspondence actions received
from higher authority. Ensures all references, enclosures, and other
associated naterials are attached when required for clarification and
conpl et eness.

(4) Maintains appoi ntnent cal endar for the DCOS, using judgnment in
finalizing and schedul i ng appoi ntnments, neetings, special events, travel, and
various appointments to ensure conmitnents are net and schedules are
mai nt ai ned.

(5) Arranges conferences, meetings, and briefings. Coordinates tines
and places of gatherings as schedules of the principals permt. Advises DCOS
of arrangenents. Secures quarters for the DCOS as directed.

(6) Makes necessary travel arrangenents for DCOS. Mintains
TAD/ travel budget for the entire code. Monitors budget plans and verifies
and reconciles travel expenditures with the COWAVRESFOR Conmptroller.

b. Know edge

(1) Thorough understanding of COVWNAVRESFOR organi zati on and operating
prograns, superior, and subordinate command relationships to effect necessary
l'iaison and information exchange functions and to be able to assist the
Director with the adnministrative duties of the office.

(2) Know edge of:
(a) Organizational policies, procedures, personnel rules and
regul ations sufficient to assign and review work and route/direct incom ng

comuni cati ons.

(b) The Director’s policies, preferences, and procedural matters
to reduce the administrative burdens of the office.

(c) Principles and practices of office adnmnistration to ensure
smooth office operations.

(3) Skill in:

(a) Establishing and maintaining effective relationships with
personnel at all Ilevels.

(b) Planning, organizing, and coordinating work to neet
deadl i nes.
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(c) Skill in typing at a high level of proficiency using state of
the art electronic automated word processing equipnent.

(4) Ability to use tact and judgnent when comunicating wth high
level officials, visitors, callers, and staff nenbers.

3. N1 SELRES Manpower/Comunity Managenment (COfficer)
a. Tasks

(1) Supervises data entry and operation of all historical databases
and conputer nodels required for formulating the officer and enlisted
strength plans. Eval uates source naterial quality.

(2) Manages the |1Ss used to create graphs and charts for the
di vi si on.

(3) Establishes Naval Reserve Oficer Recruiting Accession Plan and
Enlisted Recruiting Reservation System quotas for distribution by recruiting
regi on. Determ nes SELRES Enlisted Career Management Objectives (ECMO)
par anet ers.

(4) Determines officer designator/subspecialty and enlisted ratings
and classification codes eligible to receive SELRES incentive paynents.
Monitors effectiveness of officer and enlisted incentive prograns as it
pertains to neeting end strength goals and community managenent.

(5) Manages and coordinates the Overseas PTCS Program in processing

requests, maintaining the tracking system and providing admnistrative
support.

b. Know edge

(1) Understands N1 mission and the functions necessary to acconplish
that mi ssion.

(2) Ability to:
(a) Perform independently as a COWAVRESFOR representative on all
matters concerning officer and enlisted strength plans and comunity

managenent .

(b) Perform independently as a COWAVRESFCOR representative on all
matters concerning retention and the Orbudsnan program

(3) Cognizant of differences and sinmlarities between Reserve and
active duty counterparts includes their processes, procedures and
nmet hodol ogi es.
(4) Thorough know edge of the PPBS and POM process.
(5) Working know edge of:
(a) Reserve Training Support System (RTSS), including data

avail able, source of data, ability to conpile and analyze data, and
relationship to other manpower data systens.
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(b) COWNAVRESFOR policies and procedures concerning manpower and
personnel functions, familiar with the vocabulary applicable to manpower,
personnel, and training.

(6) Thorough know edge of Mcrosoft Ofice Suite and other autonatic
data systenms software to produce presentations and manage data with
spreadsheets and dat abases.

(7) Public speaking/instructor skills required for continual briefing
and training requests.

4. N11A Administrative Support (Enlisted)
a. Tasks

(1) Advises and assists COWAVRESFOR (Nil) in the general
admini stration and nmanagenent of Nil. Provides various adninistrative
services and exercises managenent control of organization, procedures,
records, correspondence, and postal matters.

(2) Executes the administrative responsibilities to include the
tracking/routing of prescribed admnistrative prograns (high Year tenure/

accessi ons/change of rate) and the coordination of admnistrative
cor respondence.

(3) Manages and provides administrative support to the Manpower
Programming Policy and Requirements division.

(4) Administers and maintains serial files and logs for all N11
out goi ng/ i ncom ng correspondence.

(5) Distributes internal and external nmil.
b. Know edge
(1) Thorough know edge of:

(a) Mcrosoft Ofice Suite and other automatic data systems to
produce presentations and manage data w th spreadsheets and dat abases.

(b) Organizational policies and procedures.
5. N111 Strength Planning and Community Managenent (Oficer)

a. Tasks

(1) Devel ops SELRES personnel strength plans for PPBS cycle
submi ssions, including POM and budget exhibits for Conptroller of the Navy,
0SDh, etc.

(2) Formul ates manpower plans and personnel policies to achieve
requi red FYDP nmanpower |evels for SELRES officers and enlisted nenbers;
devel ops force positions or reconmendations concerning SELRES manpower
strength planning and conmunity nanagenent.
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b. Know edge

(1) Understands N1 mission and the functions necessary to acconplish
that m ssion.

(2) Ability to perform independently as a COWAVRESFOR representative
on all nmatters concerning officer and enlisted strength plans and community
managenent .

(3) Cognizant of differences and sinmlarities between Reserve and
active duty counterparts including their processes, procedures and
nmet hodol ogi es.

(4) Working know edge of:
(a) The PPBS and POM process.

(b) RTSS including data available, source of data, ability to
conpil e and analyze data, and relationship to other manpower data systens.

(c) COWNAVRESFOR policies and procedures concerning manpower and
personnel functions. Possesses a thorough understanding of the vocabul ary
applicable to manpower, personnel, and training.

(d) Mcrosoft Ofice Suite and other automatic data systems to
produce presentations and nanage data with spreadsheets and databases.

(5) Public speaking/instructor skills required for briefing and
training requests.

6. N111A, N111A1, N111A2, N111A3, NI111A4 Administrative Assistant (Senior
Enl i sted/ Enli st ed)

a. Tasks

(1) Determines accession requirenents and devel ops retention and
i ncentive policies and procedures to achi eve SELRES personnel end strength,
mat ching inventory to requirenents within officer and enlisted SELRES
comuni ties .

(2) Recommends advancenent quotas for SELRES enlisted personnel;
coordinates with CNET and CNO to ensure proper planning of advancenent quotas
by rating and proper execution of SELRES enlisted advancenents.

(3) Monitors executions of SELRES billet manning for the Naval

Reserve Force. Formul ates statistical and historical data to nonitor and
proj ect SELRES personnel billet assignnents and occupational specialties,
Provides policy for billet substitution codes. Initiates action to mnimze

the nunber of SELRES assigned In Assignment Processing (l1AP) and reports
statistics to DoD.

(4) Develops policy and inplenents directives for identifying unit
priority manning and coding the priority units in the RTSS.

(5) Compiles and anal yzes data to project end strength and respond to
budgetary inquiries.
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(6) Provides weekly SELRES strength and | AP report.

(7) Verifies Reserve Activity Managenent (RAM entries for accuracy
before forwarding them to CNO (095) via RTSS.

(8) Coordinates distribution and maintenance of the global file (an
extract of RTSS).

(9) Contributes input to the critical NEC list.
(10) Coordinates data assimilation and eval uation of SELRES
accessions, losses, and retention to nmanage officer and enlisted strength

pl anning and to provide comunity nanagenent.

(11) Conpiles data from Reserve Conmponent Common Personnel Data
System (RCCPDS) data and RTSS to produce statistical reports as required.

b. Know edge
(1) NI111A/N111A1/N111A2/N111A3

(a) Understands COWNAVRESFOR (Nl) nission and the functions
necessary to acconplish that mission.

(b) General know edge of the PPBS and POM process.
(c) Working know edge of:
1l COWAVRESFCR policies and procedures concerning manpower
and personnel functions. Thorough understanding of the vocabulary applicable

to manpower, personnel, and training.

2. RTSS including data available, source of data, ability to
conpil e and analyze data, and relationship to other manpower data systens.

(d) Ability to recognize and organize salient information for the
pur poses of producing reports and point papers.

(e) Cognizant of the enlisted community nanagenent active duty
counterparts, processes procedures, and nethodol ogies.

(f) Thorough know edge of Mcrosoft O fice Suite and other
automatic data systems software to produce presentations and manage data with
spreadsheets and dat abases.

(g) Initiative to conplete assigned tasks with nininal
supervi si on.

(2) N111A4 Data Conpilation and Analysis (Enlisted)
(a) Working know edge of RTSS.
(b) Thorough know edge of the RCCPDS.

(c) Thorough know edge of the Inactive Manpower and Personnel
Managenent | nformation Systems (1 MAPM S)
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(d) Know edgeable in statistical data analysis procedures.

(e) Thorough know edge of Mcrosoft Ofice Suite and other

automatic data systens software to produce presentati ons and manage data with
spreadsheets and dat abases.

7. N111B/ N111B1 Retention/ Orbudsman Prograns (Senior Enlisted)
a. Tasks

(1) Supports, guides, and directs subordinate commands to achieve
positive retention results. Assists in echelon Ill Quality Inprovement
Visits, inspections and assist visits. Manages the Naval Reserve Force
Retention Excellence Report and Golden Helm Award program Maintains the
National Navy Counselor (NC) listing.

(2) Collects, analyzes, and distributes Naval Reserve statistical
retention data to subordinate activities, higher echelon commands, and
out si de agenci es when required,

(3) Projects retention inmpact on personnel whenever Naval Reserve
policies are proposed or changed.

(4) Prescribes and governs the nethods and procedures for the SELRES
Career Information Training Course (CITC). Recomends changes to the FTS
CITC and the NC rating occupational standards. Participates in the Navy
Trai ni ng Requirenments Review for the NC rating and the Naval Reserve

Prof essi onal Devel opnment Center (NAVRESPRODEVCEN) Career Information Course
(R-501- 0005) .

(5) Conducts the annual echelon IV Career Information, Retention and
Education Wrking Goup (CREW. Conducts QOrbudsman cour ses. Facilitates the

PCOS course, Tar Oficer Accession Course, the COWAVRESFCR and the
Prof essi onal Devel opnment Center Career Information course.

(6) Provides direction to the Naval Reserve Retention program
adm nisters the Selected Reserve Attrition Reporting Program (SARP) and

oversees the training and admnistration of the Naval Reserve Onbudsnan
program

b. Know edge
(1) N111B
(a) NC rating

(b) Thorough know edge of COWAVRESFOR policies and procedures
concerning retention and onbudsman prograns.

(c) Ability to:

1l Perform independently as a COWAVRESFOR representative on
all matters concerning retention and the Orbudsman program

2. Recognize and organi ze salient information for the
pur poses of producing reports and point papers.
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(d) Know edge of service protocol for official functions.

(e) Extensive instructor training and experience to provide
presentations throughout the Naval Reserve Force claimancy.

(f) Skill in using computers and basic know edge of M crosoft
Ofice Suite.
c. Know edge
(1) Ni111B1

(a) Knowl edge and understanding of COWAVRESFOR policies and
procedures on retention and onbudsman prograns.

(b) Thorough know edge of Mcrosoft Ofice Suite and the ability
to produce presentations and manage data with spreadsheets and databases.
Skill in using conputers and other automatic data systens.

(c) Instructor training.

8. N12 SELRES Personnel Policy (Oficer)

a. Tasks
(1) Personnel Policy: Directs the devel opnent, inplementation and
interpretation of SELRES personnel policy. Requests input from echelon 111

and COWNAVRESFOR codes for changes to COWNAVRESFORI NST 1001.5C and BUPERSI NST
1001. 39C. Monitors col lection of input and devel opnent of changes ensuring
consi stency and accuracy. Mai ntai ns cl ose |iaison w th COVMNAVPERSCOM
(Pers-9) regarding Navy personnel policy affecting the Naval Reserve.

Directs devel opnent of responses to inquires relating to SELRES personnel
policy from policy boards, congressional inquiries, and requests for
clarification from | ower echel on comrands. Responsi bl e for ensuring Naval
Reserve adherence to Navy policy relating to mlitary Human Resource
prograns, including CMEO and DAPA.

(2) Bonus/Incentives Prograns: Directs the execution and coordi-
nati on of program funding of Naval Reserve I|ncentive/Bonus progranms and the
devel opnent of policy changes to ensure conpliance with higher authority
di rection. Devel ops Bonus Incentive funding estimates for FYDP prograns.
Monitors application processing procedures and holds approval authority.

(3) Functional nanager of personnel adninistration database prograns;
responsible for the accuracy and integrity of data, provides direction to
echelon Il and bel ow comands regarding data input and maintenance.

(4) Chairs Configuration Control Board for Reserve Headquarters
System (RHS) and Reserve Standard Administration Support — Manpower and
Personnel (RSTARS(MP)), providing Naval Reserve input. Oversees
participation by the Naval Reserve in the devel opnent of new prograns and
systens to ensure that all Reserve requirenents are nmet.

(5 Mlitary Human Resource Prograns: Monitors conpliance with Navy
policy relating to CVMEO and DAPA. Makes recommendations for changes to
procedur es.
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(6) Montgomery G 1. Bill-SELRES (M43 B-SR): Di rects managenment of the
M3 B-SR program for the Naval Reserve; nonitors application processing
procedures and holds approval authority. Ensures program is managed under
eligibility standards established by higher authority and U S. Code and
eligibility and benefits processing are handled by the Department of VA
Devel ops funding estinates for FYDP prograns.

b. Knowl edge

(1) Thorough know edge of COWAVRESFORI NST 1001.5C and BUPERSI NST
1001. 39C.

(2) Familiarity with applicable U S. Codes.
(3) Broad know edge of Navy CMEO and DAPA prograns.

(4) Understanding of FYDP processes and ability to develop planning
estimates based on a wide range of data.

(5) Broad understanding of Reserve personnel adnministration
procedures and processes.

(6) Understanding of personnel adninistration database nanagenment and
interfaces.

(7) Ability to analyze data to project end strength and respond to
budgetary inquiries.

9. N12A Administrative Support (Enlisted)
a. Tasks

(1) Advises and assists COMNAVRESFOR (N12) in the general adninis-
tration and management of N12 and field activities. Provides admnistrative
services and exercises managenment control of the organization, procedures,
records, correspondence, and postal matters.

(2) Executes the adnministrative responsibilities of N12 to include
the tracking/routing of prescribed adm nistrative Prograns (bonus/incentives/
instructions, and policy boards) and coordinating admnistrative
correspondence.

(3) Manages and provides administrative support to the Manpower
Programming Policy and Requirements division as required.

(4) Administers and maintains serial files and logs for all
correspondence.

(5) Distributes internal and external nmil.

b. Know edge

(1) Broad know edge of Naval Reserve policy and procedures.

(2) Thorough know edge of Mcrosoft Ofice Suite and other autonatic
data systens.
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(3) Ability to produce presentations and manage data with spread-
sheets and dat abases.

10. N121 Reserve Personnel Policy Mnagenent
a. Tasks

(1) COWNAVRESFORI NST 1001.5C mmi nt enance: Responsi ble to ensure

policy and procedures are accurate and preval ent. Requires liaison wth
i nternal COWAVRESFOR codes, Reserve echelon Il commands and external
commands and program nmenagers to update as necessary. | ssues nessage changes

and revisions as required.

(2) BUPERSI NST 1001.39C mai nt enance: Solicits and collects changes
for submission to COVNAVPERSCOM (Pers—9); maintains a record of all changes.

b. Knowl edge

(1) Thorough know edge of COVNAVRESFORI NST 1001.5C and BUPERSI NST
1001. 39C.

(2) Thorough know edge of Naval Reserve admnistrative procedures.

(3) Broad know edge of COWAVRESFOR m ssions, policies, procedures,
and staff codes.

11. N121A Personnel Adnministration Database Managenent
a. Tasks

(1) Directs regular data updates, tracks data entry from | ower
echel on commands, and maintains integrity of data.

(2) Prepares reports.

(3) Comuni cates changes and updates requirenents to field
activities.

b. Knowl edge
(1) Thorough know edge of applicable personnel administration data-
base systens including RHS and RSTARS, and understanding of their interfaces
with other systems including |MAPM S and Naval Reserve Drill Pay (NRDP).
(2) Knowl edge of FYDP processes.
12. N121B Admi nistrative Assistant

a. Tasks

(1) Translates information received from COWAVRESFOR (N11) regarding
under manned categories and issues incentive programeligibility standards per
DoD and DON directives and U.S. Code.

(2) Receives and processes applications according to policy and
procedure, providing approval/disapproval notifications, and paynent
aut hori zati ons
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(3) Mnitors continued eligibility and initiates term nation and
recoupnent actions when necessary.

b. Know edge

(1) Thorough know edge of U.S. Code, DoD, DON, and COWNAVRESFOR
directives related to Reserve Incentive Prograns.

(2) Thorough know edge of data processing systenms used in application
processi ng and approval.

(3) Understanding of funding planning processes.
(4) Thorough know edge of COWNAVRESFOR admi nistrative procedures.

(5) Understanding of COWAVRESFOR mission policies and procedures and
staff codes.

13. N121C RTB Manager
a. Tasks
(1) Publishes changes to eligibility policy.

(2) Receives and processes all applications via echelon IV
activities.

(3) Coordinates with echelon 11l comrands to confirmeligibility.

(4) Uses information received from COMWAVRESFOR (N11) regarding
under manned categories and issues program eligibility standards.

(5) Provides approval/disapproval notifications and information
concerning paynent or retirement processing.

(6) Mintains participant database and records and devel ops
statistics regarding program participation.

(7) Provides assignment of enlisted classifications as required.

(8) Maintains records and data related to Defense Enroll ment
Eligibility Reporting System (DEERS). Responds to inquiries regarding DEERS

entry probl ens. Conducts liaison with Reserve echelon Il conmands to
provi de Naval Reserve requirenents. Represents Naval Reserve Force at
appl i cabl e conferences. Devel ops reconmended changes in policy and

procedures to COWAVPERSCOM (Pers-33) regardi ng Reserve personnel rel ated
matters and support.

(9) Publishes annual guidance regarding application procedures.
Solicits and collects applications from SELRES, screening them for
conpl et eness. Forwards applications for each applicable board to
COVNAVPERSCOM for further action. Mai nt ai ns records.
b. Know edge

(1) Thorough know edge of RTB program
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(2) Thorough know edge of Automatic Data Processing (ADP) systens
used in application processing and approval .

(3) Understanding of funding planning processes.
(4) Thorough know edge of Naval Reserve administrative procedures.

(5) Understanding of COWNAVRESFOR nission, policies, and procedures
and staff codes.

14, N121D SELRES | DT Pay Monitoring and Management
a. Tasks

(1) Receives Reserve Status Log cases, conducts inquiries in RHS,
IMAPM S and NRDP, identifies problens and directs corrective action.

(2) Monitors Force pay problens through use of transaction reports
identifying and tracking trends and identifying system c problens.

b. Know edge

(1) Thorough know edge of pay and drill accounting processes and
interfaces in RHS, RSTARS, |IMAPM S, and NRDP.

(2) Understanding of COWAVRESFOR nission, policies, procedures, and
staff codes.

15, N122 Human Resources (5 Enlisted)

a. Mssion. Devel ops, interprets, evaluates and inplenents policy and
directives regarding nmilitary personnel Human Resources managenent. Specific
areas include CVEQ, Force DAPA, and Reserve Education Benefits prograns.

b. Functi ons

(1) Ensure Naval Reserve conpliance with Navy mlitary personnel EO
programs and provi des Force managenent and oversight of Navy CMEO prograns.

(2) Provides Force managenment and oversight of Navy DAPA prograns.
Manages Naval Reserve Community Service Flagship, Canpaign Drug Free.

(3) Manages Md B-SR, Dantes, and Departnent of VA prograns for the
Naval Reserve. Recomrends inplementation and policy issues to COVWMAVPERSCOM
CNO and OSD (Reserve Affairs).

C. Command Rel ati onshi ps

(1) EQCMEQ. Requires liaison with COVNAVPERSCOM and CNO regarding
the status of Navy policy and Naval Reserve conpliance. Requires Iiaison
with Reserve echelon 11l conmmands in the oversight of Force nmanagenent.

(2) DAPA and Conmmunity Service. Requi res |iaison with COVWNAVPERSCOM
and CNO regardi ng the status of Navy policy and Naval Reserve conpliance and
Reserve echelon |11l commands in the oversight of Force managenent.

(3) Educational Benefits Prograns.
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(4) Requires liaison wth:

(a) Departnment of the VA and COWNAVPERSCOM for program nanagement
and conpliance with directives.

(b) Lower echelon Reserve commands to process applications and
provi de training.

(c) COWAVRESFOR Comptroller (NOOF) for the devel opnent of
funding plans and statistics.

d. Key Processes

(1) EQ CMEO
(a) Responsible for devel opnent and nmintenance of Naval Reserve
directives and instructions relating to CMEOQ, EO and Discrimnation/Sexual
Har assnent .

(b) Responsible for providing direction and support to the field
in the training and performance required to adhere to Navy policy.

(2) DAPA and Comunity Service

(a) Responsible for conpliance with Navy policy regarding Drug
and Al cohol Abuse prevention prograns.

(b) Responsible for providing DAPA training for |ower echelon
activities.

(c) Responsible for the conduct of the Naval Reserve’'s Community
Service Flagship program Canpaign Drug Free.

(3) Educational Assistance Prograns

(a) Responsible for the processing of eligibility for Naval
Reservists in M3 B-SR

(b) Responsible for providing oversight of, and training for,
| ower echelon comrands in program admi nistration.

(c) Responsible for representing Naval Reserve requirenents in
the devel opment of updated policy and in new support data systens.

e. Tasks
(1) EQ CMEO
(a) Maintain and update COWNAVRESFORI NST 5354. 1E (Naval Reserve
Equal Opportunity), OPNAVINST 5354. 1D (Navy Equal Opportunity Manual), and
COWAVRESFORI NST 5354. 7A (Naval Reserve Affirmative Action Plan).
(b) Provide support and conduct training for |ower echelon

activities in Command Training Teanms (CTT) and Conmand Assessnment Teans
(CAT).
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(c) Conduct echelon 11l Quality Inprovenment Visits (QVs) and
provi de feedback.

(d) Collect data related to discrimnation and sexual abuse/
harassnment and for recomending actions therein.

(2) DAPA and Community Service
(a) Maintain COVWNAVRESFORI NST S350. 1A (Al cohol and Drug Abuse
Prevention and Control) and COVNAVRESFORI NST 5350.7 (Drug Demand Reduction
Program.

(b) Collect urinalysis data from field activities, and provide
reports relating to conpliance with Navy policy.

(c) Collect and anal yze data from Navy drug testing |aboratories
to identify adm nistrative and processing problens at Reserve activities.

(d) Conduct QVs to |ower Echelon conmands to help inprove
conpliance with Navy policy.

(e) Coordinate assignnment of personnel at Reserve activities to
provi de Canpaign Drug Free presentations. Collect statistics, coordinate
awards, and provide feedback to increase participation.

(f) Develop estimates for funding requirements over the FYDP for
the urinalysis program and conmunity service.

(3) Educational Assistance Prograns

(a) Receive and process eligibility for Naval Reservists in
MGl B- SR.

(b) Mnitor field activities in the admnistration and
eligibility determination of personnel.

(c) Schedule and conduct periodic training for |ower echelon
commands in program adm nistration.

(d) Conduct QVS for |ower echelon conmands to help inprove |ocal
adm ni strative procedures.

(e) Monitor continued eligibility and process term nation and
recoupnent actions on personnel who fail to maintain Reserve participation
requirenents.

(f) Attend program conferences and represent Naval Reserve
requi renents in the devel opment of updated policy, and in new support data
syst ens.

(g) Develop estimates for funding requirements over the FYDP.

f. Knowl edge

(1) EQ CMEO (Senior Chief/Chief)
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(a) Thorough know edge of Navy EO and CMEO prograns, including
certification as an EO Advi sor,

(b) Know edge of administrative procedures,

(c) Know edge of COWAVRESFOR mission, policies and procedures,
and staff codes.

(2) DAPA and Community Service (Chief)

(a) Thorough know edge of Navy Drug and Al cohol Abuse Prevention

programs, including certification as a DAPA.

(b) Thorough know edge of Navy Community Service program
st andar ds.

(c¢) Understanding of COWAVRESFOR mi ssion, policies and
procedures, and staff codes.

(d) Know edge of data processing systens using data retrieval and
anal ysi s.

(e) Understanding of funding planning processes.

(f) Thorough know edge of administrative procedures.
(3) Educational Benefits

(a) Supervisor (Chief)

1. Thorough know edge of Md B-SR program administration and
eligibility requirenents.

2. Understanding of COWNAVRESFOR nission, policies and
procedures, and staff codes.

3.  Know edge of data processing systenms using data retrieval
and anal ysi s.

4. Understanding of funding planning processes.

5.  Thorough know edge of administrative procedures.

(b) M3 B-SR O erks

1. Broad know edge of Md B-SR program administration and
eligibility requirenments.

2. Understandi ng of COWAVRESFOR mission, policies and
procedures, and staff codes,

3. Know edge of data processing systens using data retrieval
and anal ysi s.

4.  Thorough know edge of administrative procedures.
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16. N122A EQ CMEO Prograns

a. Tasks

(1) Ensures Naval Reserve follows Navy nilitary personnel EO prograns
and provi des Force managenent and oversight of Navy CMEO prograns.

(2) Muintains COMWNAVRESFORI NST 5354. 1E (Naval Reserve Equal

Qpportunity) and COVNAVRESFORI NST 5354. 7A (Naval Reserve Affirmative Action
Pl an).

(3) Provides support and conducts training for |ower echelon
activities in CIT and CAT.

(4) Conducts echelon Il QVs and provide feedback.

(5) Collects data related to discrinmnation and sexual abuse/
harassment and recommends action.

b. Know edge

(1) Thorough know edge of Navy EO and CMEO prograns including
certification as an Equal Opportunity Advisor.

(2) Know edge of Naval Reserve administrative procedures.

(3) Know edge of COWAVRESFOR mi ssion, policies, procedures, and
staff codes.

17.  N122B DAPA and Community Service

a. Tasks

(1) Provides Force managenent and oversight of Navy DAPA prograns.
Manages Naval Reserve Community Service Flagship, and Canpaign Drug Free.

(2) Maintains COMWNAVRESFORI NST 5350. 1E (Al cohol and Drug Abuse
Prevention) and COWAVRESFORI NST 5350.7A (Drug Demand Reduction Program.

(3) Collects urinalysis data from field activities and provides
reports relating to conpliance with Navy policy.

(4) Collects and analyzes data from Navy drug testing |aboratories to
identify administrative and processing problens at Reserve activities.

(5) Conducts QVs to |ower echel on commands.

(6) Coordinates assignnent of personnel at reserve activities to
provide Canpaign Drug Free presentations. Collects statistics, coordinates
awards, and provide feedback to increase program participation.

(7) Develops estinates for funding requirements over the FYDP for the
urinalysis program and comunity service.
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b. Knowl edge

(1) Thorough know edge of Navy Drug and Al cohol Abuse Prevention
prograns, including certification as a DAPA Counsel or.

(2) Thorough knowl edge of Navy Community Service program standards.

(3) Understanding of COVWNAVRESFOR mi ssion, policies and procedures,
and staff codes.

(4) Know edge of automatic data processing systens, using data
retrieval and anal ysis.

(5) Understanding of funding planning processes.
(6) Thorough know edge of administrative procedures.
18. N122C Educational Assistance Prograns
a. Tasks
(1) Manages M3 B-SR, Defense Activity For Non-Traditional Education
Support (DANTES), and Department of VA prograns for the Naval Reserve.
Recomends i npl ement ati on and policy issues to COVWNAVPERSCOM CNO, and ASD

(Reserve Affairs).

(2) Processes and determines eligibility for Naval Reservists in
M3 B-SR.

(3) Mnitors field activities in the admnistration and eligibility
determ nation of personnel.

(4) Schedules and conducts periodic training for |ower echelon
comands in program adm ni stration.

(5) Conducts QVs for |ower echelon Comands.

(6) Mnitors continued eligibility and process termnation and
recoupnment actions on personnel who fail to maintain Reserve participation
requirenments .

(7) Attends program conferences and represents Naval Reserve
requi renents in the devel opment of updated policy and in new support data
syst ens.

(8) Develops estimates for funding requirenents over the FYDP.

b. Know edge

(1) Thorough know edge of M4 B-SR program administration, and
eligibility requirenents.

(2) Understanding of COWAVRESFOR mi ssion, policies and procedures,
and staff codes.

(3) Know edge of ADP systens using data retrieval and analysis.
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(4) Understandi ng of funding planning processes.
(5) Thorough know edge of administrative procedures.
19. N13 d ai mant Manpower/ Manning Control (Civilian)

a. Tasks

(1) Conducts Shore Manpower Requirements Determ nation Process
( SVMRDP) .

(2) Conducts officer subspecialty reviews.

(3) Monitors end strength for COWNAVRESFOR claimancy and initiates
actions to keep the clainmancy (by resource sponsor) in balance.

(4) Conducts reviews of Activity Manpower Docunents (AMDs) to ensure
proper coding of authorizations and requirenents.

(5) Monitors the assignnents of FTS enlisted personnel and initiates
actions to correct manning deficiencies wthin COWAVRESFOR cl ai mancy.

(6) Establishes policies for MCA (Reserve) as required by the
Enlisted Transfer Mnual, NAVPERS 15909, and EPMACI NST 1306. 2.

b. Knowl edge

(1) Thorough know edge DoD and DON nanagement principles, nethods,
techni ques, and systens as practiced by the Naval Reserve Force.

(2) Broad know edge of the Naval Reserve Force operating policies,
prograns and procedures.

(3) Know edge regarding the acquisition and effective use of RPN
funding as the resource allocation to maintaining FTS personnel readiness
within the Force.

(4) In-depth know edge of both nilitary and civilian personnel
policies and procedures relative to EQ EEO regul ati ons for general nanagenent
application.

(5) Ability to:

(a) Apply a high level of sound, independent judgment in the
sol ution of problens.

(b) Make oral and witten presentations in a clear and concise
manner with sufficient forceful ness and persuasiveness to forward the
interest of successful managenent of the Naval Reserve and to influence
deci sion nakers of higher authority.

20. N13A Adninistrative Support (Enlisted)

a. Tasks

(1) Advises, assists, and executes the adninistrative
responsibilities of N13 including the tracking/routing of administrative

V- 19



COMNAVRESFORI NST  5400. 17D
22 FEB 2001,

correspondence and administers and maintains serial files and logs for all
N13 correspondence.

(2) Manages and provides adnministrative support to the Manpower
Requi r ement s/ Manpower  Aut hori zati on and Manning Control Division.

(3) Distributes internal and external mail for N13.

b. Know edge

(1) Extensive know edge of adnministrative responsibilities of N13
including tracking/routing of administrative correspondence (internal and
external).

(2) Thorough know edge of Mcrosoft Ofice Suite and other ADP
software to produce presentations and nmanage data with spreadsheets and
dat abases.

21. N131/ N131A Shore Manpower Requirenents

a. Tasks

(1) Maintains liaison with the Readi ness sections of EPMAC,
COVNAVPERSCOM and NAVRESPERSCEN enlisted personnel detailing in natters
related to enlisted nanning.

(2) Develops policy and annually updates COWAVRESFOR SMRDP
schedul es.

(3) Conducts SMRDPS at all COVWNAVRESFOR shore activities.
(4) Devel ops Statenent of Manpower Requirenents (SMR).

(5) Evaluates SMR change requests and ensures that recomended
requi renents changes follow minimm quality and quantity-standards for
satisfactory billet perfornmance.

(6) Analyzes and approves all COWAVRESFOR cl ai mant nmanpower change
requests. Det ermi nes manpower inplications of proposed changes in activity

m ssion, functions, or tasks.

(7) ldentifies for deletion all nonessential requirenments and
mai ntains files of approved subspecialty Coding Validation requests
originated within the clainancy.

(8) Provides input to POMissues. Administers overall control of
billets w thin COWAVRESFOR cl ai nancy.

(9) Conducts officer subspecialty reviews.

(10) Anal yzes manpower requirenments for manpower planning and
programming purposes using staffing standards and SMR

(11) Reviews OPNAV 1000/2 and SMRs.

(12) Conducts SMRDP background research and organization analysis
using a broad range of industrial engineering techniques.
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(13) Develops field activity Performance Wrk Statenents.
(14) Devel ops SMR
(15) Provides nobilization data inputs as required.

(16) Coordinates with other manpower clainmants when proposed changes
have significant inpact on their operational capabilities.

(17) Responsible for the officer subspecialty review

(18) Coordinates with COWAVRESFOR (N46) for requirements identified
for outsourcing.

b. Know edge
(1) Know edge of:

(a) The organization, function, and operations of the activity
serviced, higher echelon comrands and their relationship to other federal
activities and private industry.

(b) Ability to apply/adapt a w de range of managenment processes,
i ncl udi ng organi zational control theories, principles and practices governing
manpower authorization and manning plans.

(c) The techniques associated with the concepts, nethodol ogy,
principles and practices of nanagenent engineering and industrial nanagenent.
Techni ques include standard setting, work neasurenent, work sinplification,
met hods study, flow processing, facility layout, human relations, regression
and correlation analysis, and other forms of statistical analysis.

(d) Managenent information systenmoffice automation applications,
principles, and practices.

(e) Financial managenent, budget processes, and corresponding
Navy term nol ogy.

(f) Acquisition process/procedures to devel op statenents of work,
eval uate proposals, recommend awards, develop npst efficient organization
statenents, and evaluate contractor performance.

(2) Ability to analyze extensive progranms data and its inter-
rel ati onshi ps and coordi nates the preparation of program plans and proposals.

(3) Excellent witten and oral communication skills.

(4) Know edge and analytical ability sufficient to conduct conpar-
ative studies ainmed at determining the effectiveness of a wi de range of
forms, records, files, nanagenent processes, managenent information systen
office automation, and the applicability of higher level directives to the
activity.

(5) Detailed know edge of and ability to evaluate and apply the
various Standard Navy Manpower Management Systems, €.g., Total Force Manpower
Managenent System (TFMVS), TFMVS Mcro Manpower Change Application (TMVCA),
etc.
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22. N131B/N131C/ N131D Shore Manpower Requirenments (Enlisted)

a. Tasks

(1) Serves as a Shore Manpower Requirenents Deternination Program
team nmenber in the devel opment of the SMR for all shore activities in the
COWAVRESFOR cl ai mancy by perform ng operational audits, nmanpower usage, and
organi zational structure studies.

(2) Analyzes manpower requirenents/authorizations data for manpower
pl anni ng and programi ng.

(3) Determines and docunents additive workload not identified in
devel oped staffing standards.

(4) Analyzes and conpiles information for data calls.

(5) Performs analyses of mssion, function, organization, personnel
structure, geographical |ocation, denographics, and other factors that
i nfl uence manpower requirenents.

(6) Analyzes and evaluates workload reporting systenms for use in the
devel opnent of staffing standards of manpower requirenents docunents.

b. Know edge
(1) Know edge of:

(a) The current manni ng docunentation system as well as
under st andi ng the conprehensive Navy Manpower Analysis Center (NAVMAC)
program and the definition of Required Functional Capabilities (RFC
cont ai ned therein.

(b) The Navy enlisted rating structure, Naval officer designators
and billet classification, and civilian personnel classification and rating
system

(c) Al functions listed in the RFC directory and has the ability

to ascertain which functions relate to the activities w thin COWNAVRESFPOR
cl ai mancy.

(d) The Navy's correspondence system and termni nol ogy

(e) The techniques associated with the concepts, methodol ogy,
principles, and practices of management engineering or industrial managenent.
Techni ques include standard setting, work neasurenent, work sinplification,
met hods study, flow processing, facility layout, human relations, regression
and correlation analysis, and other forns of statistical analysis.

(2) Familiarity with COWAVRESFOR activity staffing problens and
patterns both mlitary and civilian.

(3) Familiarity with CNO outsourcing, SMRDP review, and TQL prograns.
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(4) Know edge and skill in applying a wide range of nethods used to
conduct Efficiency Reviews. Ability to analyze and evaluate information
concerni ng managenent processes, draw conclusions and recommend appropriate
action.

23. N132/132A Manpower Authorizations (Senior Enlisted)
a. Tasks
(1) Acts as an agent to determne authorizations for validated
surface, aviation, and shore requirements for activities to acconplish

m ssion of the Naval Reserve Force claimancy.

(2) Analyzes requirement and authorization data for manpower planning
and progranmm ng purposes using squadron, ship, and fleet manpower docunents,
staffing standards, and SMRs.

(3) Maintains AVMDs through the use of TFMVBE and TMMCA to accurately
refl ect bal anced authorizations for COVNAVRESFOR

(4) Provides input to POM issues and administers overall control of
billets within the COWAVRESFOR cl ai mancy.

(5) Monitors end strength for COWAVRESFOR claimancy and initiates
actions to keep the claimancy in balance by each resource sponsor.

(6) Devel ops TFMVS packages with the aid of TMMCA to nove, add,
del ete or change requirements, and authorization within the claimncy to
update command’'s AMDs and report changes to CNO

(7) Liaisons and coordinates with NAVMAC in inplenmenting squadron,
ship, and fleet manpower docunents.

(8) Analyzes, advises, and assists functional managers on proposed
manpower aut horization requests through the POM process.

b. Know edge

(1) Thorough know edge of CNO, OPNAV, and COVWNAVRESFOR policies and
procedures regardi ng manpower managenent.

(2) Know edge of and ability to apply/adapt a wi de range of nanpower
and organi zational control theories, principles and practices governing
manpower authorization and manning plans.

(3) Expert and detailed know edge of and ability to evaluate and
apply TFMMVB and TMMCA.

24. N132B/ N132C Admi ni strative Assistant (Tasks)

a. Tasks

(1) Conducts reviews of AMDs to ensure proper coding of
aut hori zations and ensures that proper coding is applied in each command.

(2) Analyzes manpower requirenents/authorizations data for manpower
pl anni ng and progranm ng.
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(3) Analyzes and conpiles information for data calls received from
program managers and resource Sponsors.

b. Know edge

(1) Detailed know edge and ability to apply TFMVE and TMMCA

(2) Ability to liaison between program nanagers and other claimnts
to ensure conpliance with official policies in manpower authorization issues.

25.  N133/N133A MCA (Reserve) (Senior Enlisted/ Enlisted)
a. Tasks

(1) Evaluates all requests for priority 1 or 2 manning; subnits
comments to CNO with recommendati ons.

(2) Submts recommendations for priority |evels.
(3) Authorizes, controls, and manages priority 3 manning.

(4) Develops, inplements, and updates the FTS Manning Plan for
activities in the COWAVRESFOR cl ai mancy.

(5) Evaluates and initiates requests for special enphasis nmanning.
Conducts annual review of all wunits authorized special enphasis nmanning.

(6) Develops and inplements COWAVRESFOR policy and plans for the
manning and distribution of enlisted manpower resources to maximn ze
COWNAVRESFOR personnel readi ness and stability as required by the Enlisted
Transfer Manual (NAVPERS 15909), and EPMACI NST 1306. 2.

(7) Evaluates enlisted personnel allocation, assignment, distribu-
tion, and nmanning policies of COWAVRESFOR and higher authority and assesses
their inpact on personnel manning.

(8) Comuni cates personnel vacancies to the Assignnent Control
Aut horities (COVWNAVPERSCOM and NAVRESPERSCEN) and directs the order in which

the vacancies are to be filed.

(9) Establishes priorities for current and future resources
requi renents and coordinates with EPMAC to be included into the Enlisted
Personnel Requisition System

(10) Receives, reviews, and takes necessary action on requests for
assi gnments of FTS personnel permanent change of station and tenporary duty
to fill urgent requirements of operations wthin COWAVRESFOR cl ai mancy.

(11) Mnitors and reports enlisted personnel manning for activities
under COVNAVRESFOR manning control.

(12) Coordinates w th COWAVPERSCOM NAVRESPERSCEN and EPMAC to ensure
i ssuing and conplying with COWNAVRESFOR MCA policies and requisition
priorities.

(13) Acts as technical assistant to COMNAVRESFOR at all MCA distribu-
tions conferences.
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b. Knowl edge
(1) N133

(a) Thorough know edge of COWNAVRESFOR policies and procedures
regardi ng manpower nanagenent.

(b) Know edge of military protocol.
(c) Ability to:

1. Develop, inplenent, and assess manpower programs specific
to the Naval Reserve.

2. Perform independently.
3. Communicate infornation orally and in witing and to nake
oral presentations in a clear, concise manner.

4. Supervise subordinate personnel.

(d) skill in using word processing and databases used in
performng duties as MCA (Reserve).

(2) N133A

(a) Knowl edge and understanding of COWAVRESFCOR policies and
procedures for manpower managenent.

(b) Ability to perform independently.

(c) Thorough know edge of automated data systems in assigned
t asks.

(d) Denonstrates initiative in conpleting assigned tasks.
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Section V — DCOS, Operations (N3)
1. N3 DCCS, Operations
a. Mssion. Liaisons with echelon |V commands for nobilization, ADSW
AT, and ADT orderwiting services. Executes nobilization requirenents as
directed by CNO | ssues ADSW orders under the purview of CNO and
COWNAVPERSCOM Manages Peacetime Contributory Support (PTCS) database.

b. Functi ons

(1) Serves as principal advisor to COMWAVRESFOR on matters related to
Naval Reserve order execution.

(2) Fornulates policy related to orderwiting and AT/ ADT
expendi t ures.

(3) Oversees the nobilization of the Naval Reserve Force as directed

by CNO

¢c. Command Rel ationships. Interacts with COVMNAVAI RESFOR and
COVWNAVSURFRESFOR i n executing ADT orders. Li ai ses with CNO (N095) for
counter drug support involving Naval Reservists. Oderwiting agent for CNO

and NAVPERSCOM of ADSW orders. Maintains |iaison with Type Commuander
(TYCOMB), CINCs, Joint and Unified Commands for Operations, and Exercise
Coor di nati on.

b. Key Process. Oversees Naval Reserve Force nobilization.

e. Tasks

(1) Provides subordinate echelon comands with policy guidance and
procedures for nobilization.

(2) lssues ADSW orders as the CNO COVWAVPERSCOM orderwriting agent.

(3) Facilitates processing of AT/ ADT/IDTT applications and orders
arrangenents through Navy Transportation Ofice (NAVPTO and SATO

(4) Provides policy guidance for current year operations of the Naval
Reserve Force. bt ai ns school quotas for SELRES.

(5) Menber of the Configuration Executive Control Board. Chair of
Reserve | ntegrated Managenent System (RIMS) (Orderwriting), Configuration
Control Board (CCB), and co-chair of RIMs (financial managenment) CCB.

f. Know edge

(1) Thorough know edge of instructions and policies governing ADT,
AT, ADSW Exercise Coordination, Mobilization, and RPN distribution.

(2) Broad know edge of COWNAVRESFCOR policies and prograns; ability to
plan, direct, and coordinate conplex prograns.

(3) Ability to:
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(a) Establish effective working relationships with external
cust oners.

(b) Apply sound, independent judgment.
(c) Manage subordinate staff.
2. N3A Adnministrative Support (Senior Enlisted)
a  Tasks
(1) Provide clerical support for Director of Operations, including
TAD orderwiting services, all correspondence, mail routing servicer evalua-

tions/fitness reports, and message traffic.

(2) Develops and tracks RPN fund distribution to the Naval Reserve
Force.

b. Know edge
(1) Thorough know edge of the Correspondence Manual .

(2) Working know edge of conmputer systens used for creating TAD
orders for active duty nenbers, Mcrosoft Ofice Suite, and Wrd Perfect.

(3) Ability to develop relationships with other codes for fiscal and
orderwiting functions.

(4) Broad know edge of COWNAVRESFOR policies and progranms, ability to
plan, direct, and coordinate conplex prograns.

3. N31 Operations Support (COfficer)
a. Tasks

(1) Provides data to COVNAVRESFOR conptroller for ADT funding for
counterinsurgency drug operations.

(2) Maintains database of ADT days and provides information to
COWAVRESFOR conptroller.

(3) Manages the PTCS database by integrating data from
NAVRESI NFOSYSOFF, COWNAVAI RESFOR, and COWNAVSURFRESFOR.

(4) Conpiles SELRES drill data and creates the PTCS report.
(5) Provides Data Analysis and ADP support for all codes in N3.

(6) Tracks exercise data from COWAVSURFRESFOR/ COMWNAVAI RESFOR t o
provi de exerci se database anal ysis.

(7) POC for CINCs for COWNAVRESFOR counter drug insurgency.
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b. Know edge
(1) Ability to:

(a) Establish and nmintain effective relationships with senior
and subordi nate comrands.

(b) Assess current and future resource requirenents.

(2) Working know edge of Naval Reserve and Navy policies regarding
exerci se coordination and support and Navy funding issues.

4. N32 Director of Mobilization/ADSW Orderwiting (O ficer)
a. Tasks

(1) Devel ops procedures for nobilization/activation of Naval
Reservi sts.

(2) Supervises the issuing of Mobilization Inplementation Orders to

(3) Coordinates the Mobilization Response Cell organization and
training program

(4) Supervises the execution of mobilization requirenents.

(5) Oversees input of mobilization notification and tracking
statistics for outside agencies.

(6) Screens SELRES units/individuals identified for recall.

(7) Provides guidance to |ower echelons on the nobilization process
and orderwiting.

(8) Process nobilization recalls via RTSS.
(9) Monitors Individual Mobilization Status (I1Ms) codes via RTSS.

(10) Produces mobilization status reports for COVNAVPERSCOM
COWNAVSURFRESFOR, and COVNAVAI RESFOR.

(11) Supervises ADSW advertisenent, screening, and orderwiting
functi on.

(12) Coordi nates ADSW requests, funding authorizations, and approval
wi th COWAVPERSCOM and nmj or conmands.

(13) Tracks and validates ADSW man-day funding availability for ADSW
Program Managers.

(14) Receives processes and tracks ADSW applicati ons. Screens
nom nees to ensure eligibility and coordinates selection of nomnees with the
gai ni ng command.

(15) Wites ADSW orders as approved by COVWNAVPERSCOM or ADSW Program
Managers using RI M5 (ADSW .
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(16) Provides quality assurance of orders, including issuing
nodi fications and extensions.

(17) Reconciles monthly ADSW program nmanager mnadness.
(18) Maintains ADSW order files.

b. Knowl edge

(1) Thorough know edge of regulations governing travel, personnel
pay, duty in foreign countries, and all instructions governing nobilization.

(2) Broad know edge of COWAVRESFOR prograns and policies.

(3) Ability to maintain effective working relationships with external
custoners of all services.

5. N321/N321A Mobilization Section (Senior Enlisted/Enlisted)

a. Tasks. Oversees daily operation of ADSW and nobilization
orderwiting for SELRES.

b. Know edge
(1) N321 (Senior Enlisted)

(a) Ability to supervise subordinate enlisted personnel and
prioritize tasking.

(b) Know edge of RTSS and statistical data gathering.
(2) N321A (Enlisted)

(a) Know edge of RTSS and other conmputer prograns relevant to
SELRES nobilizati on.

(b) Custoner-service skills to interact with nmetiers of all
paygrades to ensure proper order processing.

6. N322/ N322A ADSW Mobi lization (Senior Enlisted/Enlisted)
a. Tasks. Oversees the daily operation of ADSW orderwiting for SELRES.
b. Know edge
(1) N322 (Senior Enlisted)

(a) Broad know edge of |eadership, managenent, supervisory
skills, decision-naking, and prioritization of daily tasks.

(b) Working know edge of conputer progranms used by subordinate
per sonnel . Est abli shes working relationships with external custoners to
ensure mssion achi evement.

(2) N322A (6 enlisted personnel)

(a) Know edge of RIMS to create ADSW orders.
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(b) Ability to:
1. Provide quality custonmer service.
2. Mdify and extend orders as necessary.
3. Mintain files of orders as required.

7. N33/ N33A/ N33A1/ N331/N332 AT/ ADT/IDIT Oderwiting (O ficer/Senior
Enli st ed)

a. Tasks

(1) Oversees the daily operation of all AT/ ADT/IDIT functions by
assi gned personnel .

(2) Uses RESFMs to create AT and ADT orders and nodify existing
orders.

(3) Ensures transportation arrangenents are nade for Naval Reservists
requiring travel to nobilization or training site.

(4) Creates IDIT orders in RESFMS.
(5) Monitors orderwiting stages to issue school quotas for Naval
Reservi sts and obtains school quotas for non-Naval Reserve courses of
i nstruction.
b. Know edge
(1) N33 Division Director (Oficer)
(a) Know edge of the JFTR

(b) Ability to supervise a |large nunber of subordinate personnel.

(c) Application of sound judgnent in fornulating solutions to
short—fused orderwiting/travel requirenents.

(d) Broad know edge of conputer prograns and technical
nmet hodol ogy.

(2) N33A Assistant Division Director (Senior Enlisted)

(a) Possesses supervisory skills to direct efforts of nore than
20 subordinate enlisted personnel.

(b) Know edge of all orderwiting hardware for AT/ADT and |IDTT
orderwiting.

(c) Ability to liaison with all levels of chain of command.
(3) N33A1 Orderwriting Division (Enlisted)

(a) Possesses supervisory skills and acts as primary |iaison
bet ween assigned subordinate enlisted personnel and the Director.
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(b) Possesses broad know edge of all aspects of orderwiting.

(c) Ability to serve external customers, providing guidance, and

direction often via phone.

(4) N331 AT/ADT Order Witers (12 enlisted personnel)

(a) Extensive know edge of RESFNS.

(b) Ability to:

1. Create, nodify, extend, and cancel AT/ ADT orders.

2. Liaison with SATO and NAVPTO when travel for SELRES is
required.

3. Analyze and make decisions to ensure short-fused
requi renents can-be conpl et ed.

(5) N332 IDTT Order Witers (11 enlisted personnel)

(a) Extensive know edge of RESFMNS.

(b) Ability to:

1. Create, nodify, extend, and cancel IDTT orders for Naval

Reservi st s.

2. Liaises with external custonmers to ensure Naval

Reservi sts receive school quotas for non-Naval Reserve courses of
i nstruction.
3. Liaises with SATO and NAVPTO on travel issues involving

| DTT orders.
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Section VI — DCOS, Logistics (N4)
1. N4 DCOS, Logistics

a. Mssion. Provides logistic support to the Naval Reserve Force and to
the Navy.

b. Functi ons

(1) Develops policy and directs, supervises, and coordinates
| ogi stics functions of the Naval Reserve Force.

(2) Provides technical and administrative assistance on natters
relating to supply support required to maintain readiness of Surface and Air
Reserve activities.

(3) Serves as COWNAVRESFOR s Logistics specialist for Hazardous
Material Control and Managenent (HMC&M/ Consolidated Hazardous Material
Reutilization and |nventory Mnagement (CHRI MP) Program Manager and the
centralized point of contact for all natters relating to HMC&M prograns.

(4) Serves as the centralized point of contact for all matters
relating to the Department of Defense Activity Address Code (DoDAAC).
Li ai ses with DFAS, Ceveland concerning all changes, additions, and
del eti ons.

(5) Provides supply technical assistance, customer service,
consunabl e support, financial accounting records, and plant/mnor property
reporting for headquarters staffs.

(6) Coordinates, executes and documents the GICC program for
COWAVRESFOR; provides policy guidance for subordinate echel ons.

(7) Operates the COWAVRESFOR Fl ag Mess: Provi di ng essential feeding
to staff, conm ssioned officers, and eligible civilian staff personnel.

c. Command Rel ationship

(1) Maintains liaison with all COWAVRESFOR commands operating
gal l eys and with Conmmander, Naval Supply Systenms Command (COWNAVSUPSYSCOM
(N51). Provi des technical guidance and assistance to food service managers
responsi ble for operating shore-based galleys.

(2) Serves as the technical specialist and advisor to all
COWAVRESFOR activities on inplenmenting HMC&M progranms and standards.

d. Key Processes

(1) Prepares correspondence, directives, regulations, and notices
concerning supply policy for Reserve activities.

(2) Serves on senior planning groups to ensure supply procedures
reflect Navy and Naval Reserve policy.

(3) Provides assistance in budgeting, funding, and procurenent of
equi pnent to COWNAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR.
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(4) Provides oversight and supervision of all Naval Reserve |ogistics
functions including financial record keeping, procurenent, clothing
managenent, and subsi stence.

(5) Plans and devel ops Reserve clothing procedures and policy for the
Naval Reserve.

(6) Program manager for the Government Travel and Purchase Cards
(GIrPC) for the clai mancy.

(7) Program Manager for HMC&M prograns. Devel ops and adnministers
formal and informal HMC&M training for all COWAVRESFOR activities during
sem nars, workshops, conferences, and requested assist visits.

(8) Serves as centralized point of contact for COWAVRESFOR install-
ations, activities, and operations on DoDAAC. Ensures any deletions, addi-
tions, or changes are forwarded to DFAS, Ceveland for update.

(9) Plans and coordinates subsistence procedures and policy for the
Naval Reserve and recommends subsistence entitlenents for Reserve personnel.

(10) Provides guidance and assistance to enlisted dining facilities
(galleys) within the COVNAVRESFOR cl ai mancy.

(11) Prepares instructions and policies for the COWAVRESFOR
claimancy for all GICC/GCPC matters and serves as the |iaison between the
banking institution, DON ASN, Financial Mnagement Ofice (FMO and all
Reserve activities.

e. Tasks

(1) Directs, supervises, and coordinates logistic functions of the
Naval Reserve Force.

(2) Participates in senior-level planning conferences and ensures the
supply aspects of long and short-range plans are well-integrated, internally
coherent, and consistent w th COWAVRESFOR policies and m ssions.

(3) Maintains liaison and coordination with supply natters anong
NRAs, the COWNAVSUPSYSCOM and other system commands and offices of the DON
and DoD.

f.  Know edge

(1) Supply Corps TAR Officer with previous Naval Reserve Surface and
Air activity experience.

(2) Working know edge of |ogistics operations, property/equipnent
managenent, budgeting, Reserve clothing prograns, food service nanagenent,
and procurement functions.

(3) Ability to:

(a) Manage and supervise subordinate staff conposed of nmilitary,
civilian, and contracted personnel.

VI -2
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(b) Establish and namintain effective working relationships with
all echelons of the Naval Reserve Force.

(4) Possesses broad know edge of COWNAVRESFOR prograns and ability to
apply sound, independent judgment in inplenenting and executing the various
duties involved with |ogistics managenment prograns.

(5) Has a working know edge of microconmputer systens and business
applications software.

2. MB Assistant DCOS, Logistics (O ficer)
a. Tasks

(1) Oversees status and conpleting departmental administrative
requirenents including correspondence, internal reports, FITREP/EVALS,
instructions, and notices.

(2) Provides oversight and coordinating N4 official functions and
conferences.

(3) Agency Program Coordinator (APC) for the GIPC for the staff.

(4) Maintains a working know edge of all the tasks assigned to the
DCOs for Logistics and is capable of operating when absent.

b. Knowl edge

(1) Supply Corps designator with previous Naval Reserve Surface or
Air activity experience.

(2) Wworking know edge of |ogistics operations, property/equipment
management, budgeting, Reserve clothing prograns, food service managenent,
and procurement functions.

(3) Ability to:

(a) Manage and supervise subordinate staff.

(b) Establish and maintain effective working relationships with
all echelons of conmmand.

(4) Has a broad know edge of COVNAVRESFOR prograns and ability to
apply sound, independent judgnent in inplementing and executing |ogistics
managenent prograns.

(5) Trained in DON purchase card adm nistration.

(6) Working know edge of microconputer systens and business
applications software.

(7) In the absence of the DCOS for Logistics, serves as the advisor
to COWAVRESFOR for all matters pertaining to supply policy and Procedures of
the Naval Reserve.

(8) Oversees administrative matters for the departnent.
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3. N1 Director, Supply, Plans, and Policies (Senior Enlisted or Cvilian)
a. Tasks
(1) Establishes clothing and equi pnent allowances, regul ates
organi zational clothing requirements, and maintains RPN and O&WNR accounts in

support of clothing requirenents.

(2) Provides assistance in budgeting, funding, and procurenent of
equi pnent for COWNAVRESFOR, COWNAVAI RESFOR, and COVWNAVSURFRESFOR

(3) Participates in supply inspections and QVs for Surface and Air
Reserve activities and serves as a nenber of the inspection and assistance
t eans.

(4) Monitors training, manpower allowances, and enlisted manning of
supply rating billets of Reserve activities.

b. Know edge
(1) Senior storekeeper rating or civilian equivalent.
(2) NEC of 2813 (Independent Duty Storekeeper Ashore).
(3) Ability to:
(a) Manage and supervise subordinate staff.

(b) Establish and naintain effective working relationships with
all echelons of COWNAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR.

(4) Working know edge of |ogistics operations, property/equipnent
management, budgeting, Reserve clothing programs and procurenment functions.

(5) Broad know edge of COWNAVRESFOR prograns and ability to apply
sound, independent judgment in inplenmenting and executing |ogistics
managenent prograns.

4. N411 Supply Supervisor (Senior Enlisted)
a. Tasks

(1) Monitors the GICC Program as the APC.

(2) Supervises contracting, special projects, and uniform clothing
per sonnel .

b. Knowl edge
(1) Senior storekeeper rating know edge.
(2) NEC of 2813 (Independent Duty Storekeeper Ashore).
(3) Ability to:

(a) Manage and supervi se subordinate staff.
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(b) Establish and maintain effective working relationships with
all echelons of COWNAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR.

(4) Working know edge of:
(a) Al Reserve supply prograns.

(b) Al directives required in preparing nessages, coOrres-
pondence, evaluations and awards.

5. N412 Purchase Card Coordinator (Senior Enlisted)
a. Tasks
(1) Reviews and processes all purchase card invoices for
COWNAVRESFOR;, monitors and takes corrective action on all COWAVRESFOR
C ai mancy Purchase Card Delinquencies; nonitors publication changes for the
Purchase Card Program
(2) Coordinator for Defense Property Accounting System (DPAS)

m gration. Monitors plant and minor property inventories for the

Headquarters Staff and oversees plant/property managenent through the
cl ai mancy.

b. Know edge
(1) Storekeeper rating know edge.
(2) NEC of 2813 (Independent Duty Storekeeper Ashore).
(3) Mninmm of 3 years contracting experience.
(4) Conpleted DON Purchase Card training.

(5) Working know edge of the COWNAVRESFOR P4000.1 (Naval Reserve
Logi stics Support Handbook).

(6) Famliarity with DPAS.

(7) Possesses conprehensive know edge of all areas of Reserve supply
and managenent procedures.

6. N413 Cothing Mnager/Special Projects and Publications Editor (Senior
Enli st ed)

a. Tasks
(1) Updates all supply related nanuals.

(2) Maintains the Operating Target (OPTAR) for organizational
cl ot hi ng.

(3) Reviews and processes Navy Exchange Invoices for uniform
cl ot hi ng.

(4) processes outgoing nmessages for the departnment.
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(5) Serves as the TASO and the web master for the departnent.
(6) Processes all correspondence pertaining to uniforns.
b. Know edge
(1) Senior storekeeper rating know edge.
(2) NEC of 2813 (Independent Duty Storekeeper Ashore).

(3) Working know edge of the COWNAVRESFOR P4000.1 (Naval Reserve
Logi stics Support Handbook).

(4) Qutstandi ng custoner service and organizational skills.

(5) Conprehensive know edge of all word processing and nessage
writing prograns.

(6) Working know edge of:
(a) Al Reserve supply conputer prograns.
(b) Invoice processing procedures.

(c) Al directives required in preparing messages, publications,
and correspondence.

(7) Know edge of TASO procedures.
7. N42 Director, HAZNAT

a. Tasks

(1) Develops and nmintains a master COWAVRESFOR Aut horized Users
List (AUL). Facilitates and provides input for non/less-toxic/hazardous
substitutes for itens listed on the AUL. Petitions COVNAVSUPSYSCOM f or
additions/deletions to the AUL.

(2) Conducts HMC&M surveys and inspections of COWAVRESFOR install -

ation activities and operations to investigate conpliance with HMC&M
directives.

(3) Acts as recorder/ menber of the echelon Il HMC&M Conmittee.

(4) Provides subject nmatter expertise in HMC&M with enphasis on
l'ifecycle problems and recycling systemns. Ensures subordinate activities are
apprised of any changes to the HMC&M program in a tinmely manner.

(5) Updates echelon IV inspection guide.

(6) Assists DFAS develand with problens in processing UAL.

(7) Assists COWNAVRESFOR DCCs for Logistics with the annual National
Def ense Transportation Association (NDTA) Mlitary Unit Award. Prepares

messages and correspondence associated with the award. Provi des assi stance
to convening board nenbers.
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b. Know edge

(1) Professional know edge of HAZMAT Management concepts, principles,
and practices applicable to the full range of duties associated with HMC&M

(2) Know edge and skill to evaluate and incorporate the |atest
devel opnents in HAZMAT nanagenent.

(3) Working know edge of all higher headquarters instructions/
directives and other governmental directives of the HMC&M program

(4) Conprehensive know edge of safety and occupational health
principles, practices, procedures, regul ations, nethods, techniques, and
standards to coordinate the safe use of HAZMAT.

8. N43 Director, Quality of Life (Senior enlisted or civilian equivalent)

a. Tasks

(1) Initiates correspondence, directives, and regulations concerning
quality of life issues for Reserve activities.

(2) Plans, coordinates, and conducts Captain Edward Francis Ney/Best
General Mess Awards prograns.

(3) Attends conferences to address issues including food service
programs, professional certification, and clainmncy working groups.

(4) Oversees the managenment and devel ops policy regarding
consol i dated bachelor’s quarters.

(5) Oversees the nanagenent and devel ops policy regarding the Flag
Mess.

b. Know edge
(1) Mess Managenent Specialist or civilian equivalent.

(2) NEC of 3538 (Bachelor Quarters Managenent) and NEC of 3529 (Food
Service Administration).

(3) Ability to:
(a) Manage and supervise subordinate staff.

(b) Establish and maintain effective working relationships with
all echelons of COWNAVRESFOR, COWNAVSURFRESFOR, and COWNAVAI RESFOR.

(4) Wwerking know edge of mamnagenent, accounting, auditing, budgeting,
and procurement functions.

(5) Broad know edge of COWAVRESFOR prograns and ability to apply

sound, independent judgnment in inplenmenting and executing |ogistics
managenent prograns.
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9. M4 Director, Headquarters Supply Support (Senior enlisted or civilian
equi val ent)

a. Tasks

(1) Submits and reviews accounting variance listings and provides
data for md-year reviews and budget submi ssion for out years.

(2) Ensures all requests for contractual procurement to be signed by

DCOSs of Logistics are mcro—purchase using the sinplified acquisition
procedur es.

(3) Attends conferences with local vendors and agencies to address
contracts for supplies and services.

(4) Responsible for the maintenance of service contracts, nodifi-
cations and anendnents.

b. Knowl edge
(1) Senior storekeeper rating or civilian equivalent.
(2) Conpleted DON Purchase Card training.
(3) Ability to:
(a) Supervise and manage subordinate staff.

(b) Establish and maintain effective working relationships with
all levels of COWAVRESFOR COWNAVAI RESFOR, and COWNAVSURFRESFOR.

(4) Working know edge of procurenent, budgeting, and property/
equi pnent nanagenent procedures.

(5) Broad know edge of COWNAVRESFOR prograns and ability to apply
sound judgment in the operation of the internal supply departnent.

10.  N441 Financial Managenent; COWAVSURFRESFOR and COWMNAVAI RESFOR ( Seni or
Enli st ed)

a. Tasks

(1) Initiates supply purchases/requisitions using FASTDATA fi nanci al
system

(2) Establishes work request, project orders, Mlitary Interdepart—
mental Purchase Requests (MPRs), and monitors obligations, and expenditures.

(3) Receives financial updates from conptrollers; processes financial
expendi tures; reviews variance |istings.

(4) Mintains financial records, submits reports, and monitors OPTARS
as assigned.

(5) Reviews outstanding requisitions; processes follow ups, cancel-
| ations, and Material Qutstanding Validations (MWVs).
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b. Knowl edge

(1) Senior storekeeper rating or civilian equivalent.
(2) NEC of 2813 (Independent Duty Storekeeper Ashore).
(3) Maintains the COWAVSURFRESFOR and COVNAVAI RESFOR OPTARs.
(4) Conpleted DON Purchase Card training.
(5) Working know edge of:
1, FASTDATA.
2. Al instructions pertaining to purchasing.

3. Naval Logistics Library (NLL) and Federal Logistics Data
(conpact disc) of pertinent forms, publications, and stock nunbers.

11. N442 Equi prent Managenent (Enlisted)
a. Tasks
(1) Maintains plant and minor property inventory records for
COWAVRESFOR and COWNAVSURFRESFOR. Conducts inventories and posts receipts,
expenditures, and transfers of all property.
(2) Assists with local vendor repairs of ADP equi prment.
b. Knowl edge
(1) Senior storekeeper rating know edge.
(2) NEC of 2813 (Independent Duty Storekeeper Ashore).
(3) Conpleted DON Purchase Card training.

(4) Know edge of plant and minor property inventory records, the
Controll ed Equi page Inventory System (CEIS), and the DPAS.

12. N443 Purchasi ng Coordi nator COWNAVRESFOR (Senior enlisted or civilian)
a. Tasks

(1) Reviews outstanding requisitions; processes followups, cancel-
ations, and MOVs.

(2) Initiates supply purchases/requisitions using FASTDATA.

(3) Drafts work requests, project orders, MPRs, and nonitors
obligations and expenditures.

(4) Receives financial updates from conptrollers; processes financial
expenditures; reviews variance |isting.

(5) Performs financial accounting, Maintains financial records,
subnmits reports on time and nonitors budget OPTARs.
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(6) Maintains the COWAVRESFOR OPTAR

b. Knowl edge

(1) Senior storekeeper rating or civilian equivalent.
(2) NEC of 2813 (I ndependent Duty Storekeeper Ashore)
(3) Conpleted DON Purchase Card training.
(4) Working know edge of:

1. FASTDATA

2. Al instructions pertaining to purchasing.

3. The NLL and Federal Logistics Data (on conpact disc) of
pertinent forms, publications, and stock nunbers.

13. N444 Shi ppi ng and Recei ving
a. Tasks

(1) Maintains the NLL and Federal Logistics Data (on conpact disc) of
pertinent forms, publications, and stock nunbers.

(2) Assists with shipping and receiving inconing supplies.
b. Knowl edge
(1) Working know edge of:
1. FASTDATA
2. CElI S/ DPAS.

3. Streamlined Alternative Logistics Transnission System
(SALTS).

14. N45 GTCC (Senior Enlisted)
a. Tasks
(1) Manager of all COWAVRESFOR staff accounts.

(2) Monitors GICC reports, identifies delinquency accounts, and
provides statistical reports to DCOS for Logistics.

(3) Establishes menber accounts, Mintains personnel notification and
acknow edgenent letters, and transfers nenber’s accounts when applicable.

(4) Advises COVNAVRESFOR activities On the proper administration of
the GICC program and provides training when requested.

(5) Attends senior-level conferences pertaining to the GICC program
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b. Knowl edge

(1) Maintains effective working relationships with all echelons of
COWNAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR.

(2) Ability to:

(a) Apply sound, independent judgnent in inplenenting and
executing the various duties involved with the GICC program

(b) Supervise and manage subordinate staff.
15. N46 DCOS, Ashore Installation Managenent

a. M ssi on. Provi des advice, consultation, and assistance to
COWAVRESFOR, COWNAVAI RESFOR, COWAVSURFRESFOR, and subordi nate conmmands in
all shore installation managenent natters.

b. Functi ons

(1) Serves as principal advisor to COWAVRESFOR on all shore
instal | ati on nanagenent issues.

(2) Serves as the principal advisor to COWAVRESFOR, COWAVAI RESFOR,
and COWNAVSURFRESFOR on all quality of life, MAR environmental, occupa—
tional, safety and health, physical security, and force protection issues.

¢c. Command Rel ationships. Administers and manages all shore
installation activities (quality of life, environmental, safety and occupa-
tional health, and physical security) for COWAVRESFOR, COWNAVSURFRESFOR, and
COWNAVAI RESFOR.

d. Key Processes

(1) Plans progranms and perforns analytical tasks connected with the
formulation, justification, and execution of all Naval Reserve Shore
Installation Managenent prograns.

(2) Devel ops COWAVRESFOR budget plans for Naval Reserve Shore
I nstallation Managenment funds.

(3) Assesses current and future financial resource requirenments for
Real Property Mintenance (RPM, nilitary construction, environnental
prograns, quality of life issues, safety and occupational health programns,
Base (perating Support (BOS), and force protection prograns.

(4) Develops policy and requirenent criteria for all Naval Reserve
Shore Installation Managenent prograns.

e. Tasks
(1) Responsible for assessing current and future financial resource
requirenents for base facilities and operating support, nilitary

construction, environnental prograns, quality of life issues, safety and
occupational health programs, and force protection.
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(2) Devel ops COWAVRESFOR budget and execution plans for RPM funds;
environmental funds, quality of life funds, Navy Safety And Cccupational
Safety And Health Program (NAVOSH) and physical security funds.

(3) Performs analytical tasks connected with fornulating; justifying,
and executing BRAC allocations and initiatives.

f.  Know edge
(1) Givil Engineer Corps (CEC) officer designator.
(2) Facilities engineering subspecialty.

(3) Working know edge and extensive experience in facilities and
shore installation nanagement prograns.

(4) Ability to:
(a) Manage and supervise subordinate staff.

(b) Establish and naintain effective working relationships with
all levels of COWAVRESFOR, COWAVAIRESFOR, and COWAVSURFRESFOR, as well as
superior and subordinate commands.

(c) Apply sound, independent judgnent in inplenmenting and
executing the various duties involved with shore installation nanagement
progr ans.

(5) Broad know edge of COWAVRESFOR prograns.

16. NA61/ NA61A/ NA61B/ NA61C/ NA61D Pl ans, Programs and Resources (Oficer or
Gvilian)

a. Tasks

(1) Provides shore installation managenent consultative advice and
assi stance regarding financial and manpower resources.

(2) Plans, develops, and fornalizes initiatives and analytical
studies relating to BOS reengineering, infrastructure reduction initiatives,
Conmmercial Activities (CA), conpetitive sourcing, and regionalization
initiatives.

(3) Directs, controls, appraises equitable distribution of resources
requi red for COWAVRESFOR BOS budget special interest areas, the procurenent
of utilities services, and autonotive transportation equipnment, the provision
of public works, and other installation support services.

(4) Serves as COWAVRESFOR point of contact for all issues relating
to BOS budget special interest items requirements and assessnents, facilities
asset mmnagenent, real estate, and strategic sourcing.

(5) Manages, facilitates, and serves as COWNAVRESFOR poi nt of contact

for Installation Caimnt Consolidation (1CC)/Regionalization initiatives,
BRAC initiatives, privatization, and Public/Private Ventures (PPV).
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(6) Establishes and maintains liaison for shore installation
managerment with various Naval Systens commands, mgjor clainmants, OPNAV, GCSD,
Naval Facilities Engineering Command, and engineering field divisions, other
DoD conponents and appropriate federal, state, and |local agencies.

(7) Conducts inspections of subordinate activities and nakes
reconmendations for inprovenents.

(8) Coordinates the preparation and presentation of Shore
Installation Mnagenent w thin COWAVRESFOR

(9) Devel ops, evaluates, and inplenments COWAVRESFOR |nstallation
Managenment policy.

(10) Manages shore installation organizational and regi onal area

coordi nation programs for COWAVRESFOR Facilitates installation policy
devel opnment and eval uati on.

(11) Manages and administers the Naval Reserve Force CA Conpetitive
Sourci ng Program

(12) Administers the COWAVRESFOR Intra-Service Support Agreenent
(1 SSA) program

(13) Coordinates real estate issues and agreenments for COWMNAVRESFCR
b.  Know edge
(1) N461
(a) Possess one of the follow ng: Facilities engineering or
financial managenent subspecialty, Naval Postgraduate School Shore
Instal | ati on Managenent Program graduate, Mster of Business Adninistration,
registration as an architect, or Professional Engineer.
(b) Ability to:
1. Plan, direct, and coordinate conplex prograns with a
t hor ough wor ki ng—knowl edge of shore installation nanagenment, real property
managenent, planning, progranm ng, and budgeting prograns.
2. Manage and supervise subordinate staff.
3. Establish and maintain effective working relationships

with all levels of COMWNAVRESFOR, COWAVAI RESFOR, and COVNAVSURFRESFOR as wel |
as other lateral, superior, and subordinate commands.

4. Apply sound, independent know edge in inplenenting and
executing the various duties involved with shore installation management
prograns.

(c) Broad know edge of COWNAVRESFOR mi ssions and prograns.
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(2) NB1A (O ficer/Gvilian)

(a) Strategic Sourcing Oficer for BOS Plans, Prograns, and
Resour ces.

(b) Possess one of the foll ow ng: Facilities engineering or
financi al managenent subspecialty, Naval Postgraduate School Shore
Installati on Managenment Program graduate, Master of Business Admnistration,
or registration as an architect or Professional Engineer.

(c) Working know edge of shore installation managenent, OWB
Gircular A76; CA, government contracting, acquisition strategies, planning,
programm ng, and budgeting prograns.

(d) Ability to:

1. Analyze, develop, and inplenment effective business plans
and CA conpetitions to aid in COWAVRESFOR Base Process Reengineering (BPR
infrastructure reduction initiatives.

2. Establish and nmaintain effective working relationships
with all levels of COWAVRESFOR, COWNAVAI RESFOR, and COWAVSURFRESFOR as wel |
as other lateral, superior, and subordinate comands.

3. Apply sound, independent know edge in inplenenting and
executing the various duties involved with shore installation managenent
progr ans.

(e) Broad know edge of COWAVRESFOR nissions and prograns.
(3) MN61B (Civilian)
(a) Supervisory program anal yst.
(b) Working know edge of COWAVRESFOR, O fice of the Navy
Comptroller, OSD, Federal accounting principles, and financial nanagenent
policies, instructions, and statutes.
(c) Ability to

1. Manage and supervise subordinate staff.

2. Analyze, develop, and inplement effective RPM budget
pl ans.

3. Analyze, evaluate, and coordinate host-tenant agreenents
and | SSAs for COWAVRESFOR

4. Establish and maintain effective working relationships
with all levels of COWNAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR as wel |
as other lateral, superior, and subordi nate comrands.

5. Apply sound, independent know edge in inplenenting and

executing the various duties involved with financial managenent and
budgeti ng.
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(d) Broad know edge of COVNAVRESFOR prograns.
(4) N461C (Civilian)

(a) Realty Specialist.

(b) Working know edge of COWNAVRESFOR, SECNAV, OSD, federal real
estate and real property asset mmnagenment policies, instructions, and
statutes .

(c) Ability to:

1. Manage, facilitate, and coordinate various real estate
i ssues, |eases, licenses, and real property/facility asset program
managenent .

2. Establish and maintain effective working relationships
with all levels of COWAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR as wel |

as other lateral, superior, and subordinate commands.

3. Apply sound, independent know edge in inplenenting and
executing duties—nvolved in real estate and real property asset managenent.

(d) Broad know edge of COWAVRESFOR prograns.
(5) 461D (Givilian)
(a) Program anal yst.

(b) Working know edge of COWNAVRESFOR and Navy accounting
principles, financial managenent policies, instructions, and statutes.

(c) Ability to:

1. Account for RPN budget plans and prepare funding
docunents for issue to field activities and contracting officers.

2. Establish and maintain effective working relationships
with all levels of COWAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR as wel |
as other lateral, superior, and subordinate commands.

3. Apply sound know edge executing the various duties
invol ved with accounting and finance.

(d) Broad know edge of COWNAVRESFOR prograns.
17. NA62 Morale, Welfare and Recreation (MAR) Program Manager (G vilian)
a. Tasks

(1) Provides guidance and oversight for MAR budgets, Non-Appropriated
Funds (NAF), and Appropriated Funds (APF).

(2) Performs oversight functions for all claimncy NAF funds.

(3) Manages the appropriated and nonappropriated operation and
equi pnent funding for MAR activities.
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(4) Develops and publishes MAR policies for COWAVRESFOR subordi nate
commands; ensures subordi nate conmands adhere to the policies from higher
l evel directives.

(5) Manages the MAR NAF construction/repair program

(6) Represents COWAVRESFOR MAR advocate/representative at various
Navy-w de neetings and working groups.

(7) Administers the unit allocation and equi prent fundi ng prograns
for decentralized unit funds at subordinate commands.

(8) Conducts command inspections and site assistance visits at MAR
and Auxiliary Resale Qutlet (ARO programs within the COWAVRESFOR cl ai mancy.

b. Know edge

(1) MAR Program Speci ali st.

(2) Working know edge and extensive experience in NAF personnel
managenent, financial nanagenent, managenent and operational analysis,
procurenent, property nanagement, audit procedures, and APF/ NAF budgeting
process.

(3) Ability to:

(a) Establish and naintain effective working relationships with
all levels of COWAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR as wel | as

superior and subordi nate commands.

(b) Apply sound, independent judgnent in inplenenting and
executing the various duties involved with MAR prograns.

(4) Broad know edge of COWAVRESFOR prograns.
18.  MN462A Adninistrative Assistant (Senior enlisted or civilian)
a. Tasks

(1) Initiates correspondence, directives, and regulations concerning
quality of life/bachelor housing issues for NRAs.

(2) Coordinates berthing procedures and policy for the Naval Reserve.

(3) Provides guidance and assistance to bachel or quarter operations
wi t hi n COMWNAVRESFOR cl ai nancy.

(4) Plans, coordinates and conducts the Zumnalt/Innkeeper of the Year
and Ney Awards.

b. Know edge
(1) Mess Specialist rating or civilian equivalent.

(2) Working know edge of procurenent, finance, accounting, and
budgeting functions within bachelor quarters operations.
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(3) NEC of 3538 (Navy Bachel or Quarters Managenent ‘C School).
(4) Ability to:

(a) Establish and maintain effective working relationships wth
all levels of COWAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR, as well as
superior and subordinate commands.

(b) Apply sound, independent judgnent in inplenmenting and
executing the various duties involved with bachelor quarters operations and
nmanagenent .

(5) Broad know edge of COVWNAVRESFOR prograns.

19,  N463/ N4631/ NA631A/ NA631B/ NA63A/ NA632B/ NA632C/ NA632D  Facilities
(Oficers)

a. Tasks (O ficer/Gvilian)

(1) Executes the Shore Installations and Facilities Planning and
Programm ng System (SFPS) for the Naval Reserve.

(2) Devel ops and recomrends conmmand-w de funding priorities to ensure
that resultant DON 5-Year Mlitary Construction Program Objectives are in
support of the Navy 6-Year Defense Pl an.

(3) Devel ops and nmanages executing a Facilities Managenent Program
(mai ntenance, repair, rehabilitation) for the Naval Reserve including budget
preparation and allocation of funds.

(4) Conducts inspections/reviews of Naval Reserve facilities by
assisting in conmand reviews to recomrend inprovenents, closures,
consol i dations, replacenent, and/or joint nulti-service occupancy.

(5) Establishes and maintains technical liaison for facilities
interface with various Naval Systems commands, Naval Facilities Engineering
Command and Field Divisions, other DoD conponents, and appropriate
nonm litary Federal, and State agencies.

(6) Provides on-site assistance to Reserve activities regarding SFPS.

(7) Provides overall guidance, policy direction, and technical data
on Force facilities matters to ensure operational, training, and support
requirenents are met.

(8) Maintains liaison with DON offices and other federal and state
agencies to coordinate joint planning, construction, and occupancy.

(9) Arranges for Engineering Services with the geographical Naval
Facilities Engineering Conmand, Engineering Field Division, as required.

(10) Coordinates family housing issues for the clainancy.

(11) Coordinates facilities and utilities managenent actions for
NRAs .
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(12) Initiates and coordi nates COVNAVRESFOR action for energy
conservation and NAVOSH projects.

(13) Maintains Shore Installation Managenment portion of conmand
briefings, charts, slides, etc.

(14) Coordinates work requests w th NAVSUPPACT Public Wrks,

b. Know edge
(1) N463
(a) CEC or civilian equivalent,
(b) Facilities Engineering subspecialty.

(c) Working knowl edge of facilities and real property nmanagement,
transportation nmanagenent, facilities planning, and mlitary construction
proj ects

(d) Ability to:
1l Manage and supervise subordinate staff.
2. Establish and maintain effective working relationships
with all levels of COWAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR as wel |

as superior and subordi nate conmands.

3.  Apply sound, independent judgnent in inplenenting and
executing the various duties involved with facilities managenent prograns.

(e) Broad know edge of COVNAVRESFOR prograns.
(2) N4631 (CGivilian)

(a) Ceneral engineer.

(b) Working knowl edge of the mlitary construction program
special projects program shore facilities planning system construction
costs, and econom c anal ysis.

(c) Ability to:

1. Manage and supervise subordinate staff.

2. Establish and maintain effective working relationships
with all levels of COWAVRESFOR, COWNAVSURFRESFOR, and NAVSUPPACT New Ol eans
as well as superior and subordinate conmmands.

3. Apply sound, independent judgnent in inplenenting and
executing the various duties involved with shore installation managenent

prograns.

4. Prepare correspondence and instructions.
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(d) Broad know edge of:
1. COWAVRESFOR and COVNAVSURFRESFOR prograns.
2. Conputer software to include Mcrosoft Ofice.
(3) M631A (Civilian)

(a) General engineer.

(b) Working know edge of the Navy's shore facilities planning
system DoD nmilitary construction program construction cost, and economic
anal ysi s.

(c) Ability to:

1l Establish and maintain effective working relationships

with all levels of COWAVRESFOR, COWAVSURFRESFOR, NAVSUPPACT New Ol eans as
wel | as superior and subordi nate conmands.

executing the vaf_'i ougp%lu¥ i Se%unidﬁvoi ngpw?%ntsﬁol:degrrie&tt ail r|1 ati inglnenr;%\rrlltaig%?rer?tnd
prograns.
3. Be flexible and work under short deadli nes.
4. Comunicate effectively, poth orally and in witing,
5 Prepare correspondence and instructions.
(d) Broad know edge of:
1l COWAVRESFOR and COWNAVSURFRESFOR prograns.
2. Conmputer software to including Mcrosoft Ofice.
(4) M631B (Civilian)
(a) General engineer.

(b) Working know edge of the Navy's special projects program
transportation program construction cost, and econom c analysis,

(¢) Ability to:
. 1. Establish and maintain effective working relationships
with all levels of COWNAVRESFOR, COWNAVSURFRESFOR, and COWNAVAI RESFOR as wel |

as superior and subordinate commmands.

2. Apply sound, jndependent judgnment in inplementing and

executing the various duties involved with shore installation managenent
prograns.

3. Comunicate effectively, poth orally and in witing.

4.  Prepare correspondence and instructions.
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(d) Broad know edge of COWAVRESFOR, COWNAVSURFRESFOR, and
NAVSUPPACT New Orl eans prograns,

(e) Know edge conputer prograns including Mcrosoft Ofice.
(5) N4632A (Civilian)

(a) General engineer.

(b) Working know edge of the Navy's shore facilities planning
system energy conservation and fam |y housing programs, plus the DoD
mlitary construction program construction cost, and econonic analysis.

(c) Ability to:

1l Establish and maintain effective working relationships
with all |evels of COWAVRESFOR, COWAVSURFRESFOR, COWNAVAI RESFOR, and
NAVSUPPACT New Orleans as well as superior and subordi nate conmmands.

2. Apply sound, independent judgment in inplenenting and
executing the various duties involved with shore installation managenent
prograns.

3. Communicate effectively, both orally and in witing.

4. Prepare correspondence and instructions.

(d) Broad know edge of COWNAVRESFOR and COWNAVAI RESFOR prograns.

(e) Know edge of M crosoft Ofice.

(6) N4632B (Civilian)

(a) General engineer.

(b) Working know edge of the Navy’'s special projects program
construction cost and economnic anal ysis.

(c) Ability to:
1. Establish and maintain effective working relationships
with all levels of COWAVRESFOR and COVWNAVAI RESFOR as wel |l as superior and
subordi nate commands.

2. Apply sound, independent judgnment in inplenenting and

executing the various duties involved with shore installation managenent
prograns.

3. Be flexible and work under short dead |ines.

4. Communicate effectively, both orally and in witing.

i

Prepare correspondence and instructions.
(d) Broad know edge of COVNAVRESFOR and COWNAVAI RESFOR prograns.

(e) Know edge of M crosoft Ofice.
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(7) N4632C Engi neering Aide (enlisted/civilian)
(a) Facilities engineering experience or formal training.

(b) Ability to do drafting with conputer aided design software or
pencil and paper.

(c) Conmputer literate in the software used in preparing briefs,
charts, etc.

(d) Ability to read plans to make planning and estimte
cal cul ati ons.

(8) N4632D

(a) Currently enrolled in engineering curriculum leading to an
engi neering degree in any aspect of engineering.

(b) Ability to:
1. Do project work w th COWAVRESFOR, COWAVSURFRESFOR,

COWNAVAI RESFOR, NAVSUPPACT New Orleans, and NAS Joint Reserve Base (JRB) New
O | eans.

2. Communicate effectively both orally and in witing.

(c) Broad know edge of conputer software to include M crosoft
O fice and engineering applications.

20.  NA64/ NA64A NA64B/ NA64C Environmental (officer/civilian)
a. Tasks

(1) Conducts periodic Environmental Quality Assessments (EQAs), Q Vs,
i nspections, and on-site environnental conpliance evaluations to determne
conpliance with all civilian and Navy laws and policies.

(2) Represents the Navy as the AEC/REC for the EPA Regions VI, VI,
and VII1 (an area conprised of fifteen states stretching fromthe Texas and
Loui siana Culf Coast(s), through the M d-West Region of the United States and
northward to the U S./Canadi an border).

(3) Represents COWAVRESFOR as the Navy On-Scene Coordinator (NOSC)
for oil and hazardous material spills in EPA Regions VI, VII, and VIII.

(4) Manages, directs, and administers the Hazardous Materi al
M nimzation (HAZM N) and HAZMAT which include HAZMAT conmunication prograns.

(5) Interprets Navy policies and devel ops corollary COVWAVRESFOR
policies for environmental conpliance and restoration issues.

(6) Develops and drafts directives, instructions, plans, and prograns
outlining COWNAVRESFOR policies, practices, and procedures for the
i mpl ement ati on, nanagenent, and execution of environnental conpliance,
Pol lution Prevention (P2), environmental renediation, and environnental
restoration prograns.
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(7) Ensures that subordinate commands are in conpliance with the
appropriate and applicable laws, regulations, and environmental requirenments

(8) Ensures COWAVRESFOR and the AEC/REC are per the EPA's Mnthly
Managenent Review (MWR).

(9) Ensures COWNAVRESFOR and AEC/ REC EPA Region(s) follow the DoD s
Range Rule (RR).

(10) Issues guidance to activities regarding planning, progranm ng,
and budgeting of environmental requirements as well as the execution of
environnental prograns and projects nationw de.

(11) Ensures that all subordinate activities submit all environnmental
conpliance, pollution prevention and/or environmental restoration
requirenents as soon as such requirenents are reasonably anticipated or
foreseen.

(12) Supports CNO (MN4) as program assessnent sponsor by providing
detailed information in support of program baseline assessnents.

(13) Manages data from environnental conpliance issues and tracking
of regulatory agency actions, |nspector General (1G findings, infornal
audits at COWAVRESFOR field activities, and provides followup review

(14) Directs inplenmenting innovative solutions to environnmental

conpliance, P2, restoration, cost and legal-liability issues with the advice
and assistance of the DON OGC Counsel (Environmental Law Ethics) to
COWAVRESFOR in a dual capacity as echelon Il nmjor claimant SA for

environnmental programs, and as the Navy’'s AEC/ REC representative for EPA
Region(s) M, VI, and VIII.

b. Know edge
(1) N464
(a) Working know edge of:
1. Environmental conpliance, renediation, pollution
prevention and shore conservation programs, and environmental engineering

practices and principles.

2. Environnmental instructions, policies, |aws, and
regul ations inclusive of nonetary and fiscal policies and requirenents.

(b) Technical expert on all matters relating to the clai mancies
envi ronnmental prograns nationw de; inclusive of but not limted to the
fol I owi ng: Envi ronnental conpliance, cleanup, conservation, and pollution
prevention.

(c) Ability to:
(1) Manage and supervise subordinate staff.
(2) Establish and nmintain effective working relationships

with all the levels of COWAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR as
wel | as superior and subordi nate conmmands.
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(3) Apply sound, independent judgment in inplementing and
executing the various duties involved with environmental program managenent
and budget execution.

(d) Broad know edge of COWAVRESFOR prograns.
(2) MN464A Environnental Engineer
(a) Working know edge of:

1l Environmental conpliance, renediation, pollution

prevention, and shore conservation prograns and environnental engineering

practices and principles.

2.  Environnmental instructions, policies, laws, and
regul ations inclusive of nonetary and fiscal policies and requirenents.

(b) Ability to:

1. Establish and maintain effect working relationships with
all levels of COWAVRESFOR, COWAVAIRESFOR, and COWAVSURFRESFOR, incl uding
superior and subordinate commands as well as other federal, state and
muni ci pal agenci es.

2.  Apply sound, independent judgment in inplenmenting and
executing the various duties involved with environmental program managenent.

(c) Know edge of COWNAVRESFOR prograns.
(3) N464B Environnental Engineer
(a) Working know edge of:
1. Environmental conpliance, renediation, pollution
preventi oand shore conservation programs, and environnmental engineering

practices and principles.

2. Environnmental instructions, policies, laws, and
regul ations inclusive of nonetary, fiscal policies, and requirenents.

(b) Ability to:

1. Establish and maintain effect working relationships with
all levels of COWAVRESFOR, COWAVAIRESFOR, and COWAVSURFRESFOR i ncl udi ng
superior and subordinate conmands as well as other federal, state, and
muni ci pal agenci es.

2. Apply sound, independent judgment in inplenenting and
executing the various duties involved with environnental program nmanagenent.

(c) Know edge of COWAVRESFOR prograns.
(4) N464C Environnental Engineer/Protection Speciali st

(a) Environmental Engineer/Protection Specialist.
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(b) Working know edge of:
1. Environmental conpliance, renediation, pollution

prevention, shore conservation prograns, environnmental engineering practices,
and principles.

2. Environmental instructions, policies, |aws, and
regul ations.

(c) Ability to:

1. Establish and maintain effect working relationships with
all levels of COWAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR i ncl udi ng
superior and subordinate conmands as well as other federal, state, and
muni ci pal agenci es.

2.  Apply sound, independent judgnment in inplenenting and
executing the various duties involved with environmental program nmanagenent.

(d) Knowl edge of COWNAVRESFOR prograns.
21. N465 Cccupational Safety and Health (Civilian)
a  Tasks
(1) Develops, coordinates and manages the NAVOSH program
(2) Maintains NAVCSH Iiaison throughout COWAVRESFOR cl ai mancy.

(3) Conducts program evaluation surveys and nmishap investigations for
COWAVRESFOR cl ai mancy.

(4) Conducts periodic I1G inspections and evaluations to determ ne
field activity conpliance with DoD, federal, state, local, and Navy Safety
and Health regul ations, standards, and requiremnents.

(5) Conducts mishap investigations.
b. Knowl edge
(1) NAVOSH Specialist.

(2) Possesses an expert technical know edge of nishap prevention,
safety, and health practices, safety managenent principles, practices, |aws,
instructions, and precedent decisions applicable to high risk aviation,
industrial, maritime, and construction industries.

(3) Working know edge of practical engineering nethods, techniques,
and fault tree analysis sufficient to evaluate and resolve occupational
safety and health problenms where standard nmethods are not applicable.

(4) Ability to:

(a) Establish and maintain effective working relationships with
all levels of COWAVRESFOR, COWNAVAI RESFOR, and COVWNAVSURFRESFOR as wel | as
superior and subordi nate commands.

VI -24



COVNAVRESFORI NST  5400. 17D

L& FEB 2001

(b) Apply sound, independent judgnment in inplenmenting and
executing the various duties involved with NAVOSH prograns.

(5) Broad know edge of COWAVRESFOR prograns.
22.  N466 Physical Security (G vilian)
a. Tasks

(1) Devel ops and publishes physical security program policies and
provi des techni cal guidance for COWAVRESFOR subordi nate commands concer ni ng

i npl ementing security prograns.

(2) Principal COWAVRESFOR representative for security program issues
with CNO (echelon |I) and echelon Il commands. Represents COWAVRESFOR at
CNO, interservice, interagency working groups, and meetings.

(3) Coordinates with conptroller to program funds for security
programns. Val i dates projects for funding and conducts program reviews to
justify resource requirenents.

(4) Conducts periodic |1G inspections and evaluations to determ ne
field activity conpliance with federal, state, local, and Navy regul ations
and requirenents.

(5) Provides technical guidance on security program policies ensuring
the objectives of the DON and COWAVRESFOR security programs are net.

(6) Devel ops education and training prograns to inform and increase
awar eness of force and personal protection anmong COWAVRESFOR staff.

(7) Obtains required training for all subordinate conmmand
Antiterrorist Training Oficers and Force Protection Oficers responsible for
providing level | Force Protection Training to all mlitary and civilian
personnel and adult famly nenbers traveling or relocating to oversea
| ocati ons.

(8) Provides CNO Mbil Training Team schedul es to COVWNAVRESFOR
security forces for specialized training.

(9) Manages, directs, and admnisters the COWAVRESFOR M ssing, Lost,
Stolen, and Recovered (M.SR) Governnent Property Program

(10) Serves as the COVWNAVRESFOR Key and Lock Control O ficer
responsible for all security related key and |ock functions. Mai nt ai ns
conputerized inventory of all keys to Headquarters spaces.

b. Know edge
(1) Security Specialist.

(2) Working know edge and technical expertise of DoD and DON security
progranms and policies (collectively known as Physical Security, Force
Protection, Law Enforcement, Crime Prevention, Loss Prevention, Sensitive
Arms, Ammunition, and Expl osives Security)
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(3) Know edge of state-of-the-art devel opnents in the physical
security and force protection fields to inprove and inplement new physical
security and force protection systens and procedures.

(4) Skill in selecting and/or applying systenms designed to control
access, detect intrusion and |osses and to protect property and personnel.

(5) Thorough know edge of |osses prevention procedures and techniques
to ensure subordinate comrands inplenment effective nethods of preventing and
detecting the loss of governnent property.

(6) Ability to:

(a) Establish and maintain effective working relationships with
all levels of COWAVRESFOR, COVNAVAI RESFOR, and COWNAVSURFRESFOR as well as
superior and subordi nate comands.

(b) Apply sound, independent judgrent in inplenenting and
executing the various duties involved with physical security and force
protection prograns.

(7) Broad know edge of COWAVRESFOR prograns.

23.  NA7 Flag Mess Manager (Senior Enlisted)

a. Tasks

(1) Operates the Flag Mess on a credit basis; responsible for ticket
collection, billing, petty cash fund, and disbursement of funds by the
Conmi ssioned O ficers Mess Open (COMO) military staff.

(2) Performs catering services in direct support of official conmmand
functions, as well as unofficial functions approved by the COMO Mess
Presi dent.

(3) Ensures that all command catering and support costs do not exceed
Oficial Representational Fund limts.

(4) Reports to the Mess Treasurer periodically to review the current
financial status, expense to income ratio, and to identify and correct any
di screpanci es

(5) Prepares and reviews with the Mess Treasurer the nonthly
financial statenent and presents them to the Mess President.

b. Know edge
(1) NEC of 3529 (Food Service Administration).
(2) Ability to supervise and nmanage subordinate staff.
(3) Working know edge of private mess accounting procedures.
(4) Broad know edge of COWAVRESFCR prograns and ability to apply

sound judgnent in executing the various duties involved in the operation of
the Flag Mess.
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Section VIl — DCOS, Force Plans, Requirenments, and Resources (N5/NB8)
1. N5/N8 DCOS, Force Plans, Requirements, and Resources

a. Mssion. Initiates, coordinates, and reviews Naval Reserve
Del i berate and future planning, Force structure and CINC |liaison policy
matters and issues. Devel ops and di ssem nates Naval Reserve priorities and
mat ches future resources to requirenents. Manages, plans, inplenents,
nmonitors, and evaluates the follow ng prograns: POM CINC Integrated
Priority Lists (IPL), and National Guard and Reserve Equi pment (NG&RE).
Identifies and coordi nates requirenents and capabilities devel oped fromthe
Naval Force Pl an. Formul ates force structure and provides programmatic
resource requirenments directing the devel opnent of POM subni ssion. Provi des
for assessments of prograns and directives and adjusts for out-year
procedures.

b.  Functi on. Serves as principal advisor to COWAVRESFOR on all matters
pertaining to Force Plans, Requirenments, and Resources. Provi des
recommendati ons and analysis on all internal and external devel oped plans,
requirenents and resources evaluating inpact, and directing inplenentation
strategy for the Naval Reserve Force.

¢. Command Rel ati onshi ps. Coordi nates and provides oversight of plans
devel opnment with COWNAVAI RESFOR and COWNAVSURFRESFOR Liaises with all DoD
and DON conmands (specifically OPNAV and CINCs, both unified and Navy) in
devel oping and inplenenting future Naval Reserve plans.

d. Key Processes

(1) Ensures:

(a) The analysis, evaluation, and requirenments of the Naval
Reserve Force are consistent with existing and future policy and directives.

(b) Naval Reserve policies and doctrine are devel oped and
appropriate for the future of the Naval Reserve Force.

(¢) Coordinating Naval Reserve Force nobilization plans.

(d) Naval Reserve prograns are appropriate for acconplishing the
m ssi on.

(2) ldentifies requirements and capabilities of the Force using Naval
Reserve Force plans.

e. Tasks
(1) Reviews Joint Chiefs of Staff (JCS), DoD, DON, Unified CINC, and
Fleet CINC directives for applicable policy and direction pertaining to Naval

Reserve Force issues. Eval uates staff position papers concerning mnission
alternatives and other issues as they affect the Naval Reserve.

(2) Initiates studies and action on policy matters pertaining to the
conposition, organization, enploynent, and managenent of Naval Reserve Force.

(3) Provides oversight for the technical expertise required to
nobilize the Naval Reserve.
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(4) Serves as COVWNAVRESFOR POC for formulating resource requirenments
to achieve Naval Reserve program goals per Secretary of Defense (SECDEF),
SECNAV, and CNO poli ci es.

(5) Standing nmenber of COVWNAVRESFOR Awards Board and RPN wor ki ng
group.

f. Know edge

(1) Naval War Col |l ege graduate; conpleted DoD Energency Preparedness
Course and the Strategic Planning Sem nar.

(2) Broad working know edge of:

(a) Deliberate and Contingency Pl anning. Familiar with the
Pl anni ng, Progranm ng, and Budgeting System

(b) COWAVRESFOR prograns.
(3) Ability to:
(a) Manage and supervise subordinate staff.

(b) Establish and maintain effective working relationships with
all levels of the COWAVRESFOR Staff.

2. NSA Adnministrative Assistant (Enlisted)
a. Tasks

(1) Executes the administrative responsibilities for DCOS Force
Pl ans, Requirenents, and Resources (N5/N8).

(2) Provides policies and procedures for N5/N8 administrative
matters .

(3) Advises the DCOS for Force Plans, Requirenments, and Resources on
admi nistrative matters.

(4) Serves as Travel Coordinator for N5/N8. Wites all TAD orders,
mai ntains travel budget, and submits requirements for annual/m dyear budget
formul ati on. Handl es submitting of all travel clains.

b. Know edge. Wor ki ng knowl edge of DoD, DON, and COVWNAVRESFOR

directives. Possess basic know edge in the use of personal conputers and
associated software for word processing, e-mail, presentations, and Internet
usage.

3. N5S Adninistrative Assistant (G vilian)
a. Tasks

(1) Assists with the administrative responsibilities for DCOS Force
Pl ans, Requirenments, and Resources N5/ N8.

(2) Assists the travel coordinator for N5/N8 with TAD requests,
orders, and travel budget. Assists with the submission of travel clains.
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b. Know edge
(1) working know edge of DoD, DON, and COWAVRESFOR directives.

(2) Basic know edge in the use of personal conputers and associ ated
software for word processing, e-mail, presentations, and |nternet usage.

4.  N51 Future Plans (Officer)
a. Tasks

(1) Plans the future of the Naval Reserve by initiating, directing,
coordinating the analysis, and evaluation of requirenents of the Naval
Reserve Force.

(2) Analyzes and defines the Naval Reserve Mssion within the
franework of the National Mlitary Strategy and eval uates Naval Reserve Force
roles and missions in support of the National Strategy.

(3) Reviews JCS, DoD, DON, Unified CINC, and Fleet CINC directives
concerning future Naval Reserve Force issues and missions. Eval uates staff
position papers concerning nission alternatives and other applicable issues.

(4) Reports to the DCOS for Force Plans, Requirenents, and Resources
(N5/N8) in the performance of duties.

b. Know edge

(1) Naval War College graduate; conpleted Strategic Planning Sem nar
and RLO school s.

(2) Broad working know edge of:
(a) The Deliberate and Contingency planning process.
(b) COWAVRESFOR prograns.

(3) Ability to:
(a) Manage and supervise subordinate staff.

(b) Establish and maintain effective working relationships with
all levels of the COVNAVRESFOR Staff.

5. N51A Plans Adnministrative Assistant
a. Tasks

(1) Executes the administrative responsibilities for N51, N511, and
N512.

(2) Advises N51, N511, and N512 on administrative matters.

(3) Plans neetings, takes nminutes, and deconflicts schedul es of N51,
N511, and N512.
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b. Know edge
(1) Working know edge of DoD, DON, and COVWNAVRESFOR directives.

(2) Basic know edge in the use of personal conputers and associ ated
software for word processing, e-mail, presentations, and |nternet usage.

6. N511 Administrative Assistant (G vilian)
a. Tasks

(1) Principal planner and program nanager for the devel opnent of
policy and guidelines in support of the National Security Emergency
Preparedness, Mlitary Support to Cvil Authorities, Wapons of Mass
Destruction, and the Navy Enmergency Management Prograns.

(2) Develops plans and policy for participation of Naval Reserve
Force assets in the event of national energency, natural disasters, and other
conti ngenci es.

(3) Supervises the devel opment and execution of energency
prepar edness plans and prograns such as Continuity of Operations and the
Naval Energency Preparedness Liaison Oficer prograns.

(4) Serves as the program manager for officers within the Energency
Preparedness Liaison Oficer Program Serves as interface between Navy
comrands and the military and civil headquarters that have civil disaster
contingency responsibilities.

(5) Coordinates Naval Reserve participation in civilian disaster
operations and exercises.

(6) Reviews JCS, DoD, DON, Unified CINC, Fleet CINC and other
authoritative directives concerning future Naval Reserve Force issues and
m ssi ons. Eval uates staff position papers concerning nission alternatives
and other applicable issues.

(7) Reports to the DCOS for Force Plans, Requirements, and Resources
in the perfornmance of duties.

b. Know edge
(1) Detailed and extensive know edge of the organization, functions,
and operations of national, regional, and local nilitary and civilian
organi zations that have responsibility for civil disaster contingency
pl anni ng and operations.
(2) Broad working know edge of:

(a) Staff organization within the Naval Reserve, and all branches
of service at the national, and local Ievels.

(b) COWNAVRESFOR programs and directives.

(3) Working know edge on the use of personal conputers, associated
software, and e-nail usage.
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(4) Ability to:

(a) Articulate policy and positions on conplex and sensitive
i ssues.

(b) Establish and maintain effective relationships and gain

confidence and cooperation of DoD, OPNAV, Fleet CINCs, Area Navy Commanders,
and other Service Comranders.

(5) Know edge and skill in applying a wide variety of managenent and
research nmethods to devel op courses of action for inmprovenent of program
operations and objectives.

(6) Successfully conpleting DoD Energency Preparedness Course, Joint
Staff Orientation/Qperations Course, Wapons of Mass Destruction Course/
Training, and Semi nar for New Managers: Leading People.
7. N512 Administrative Assistant (Senior Enlisted)

a. Tasks

(1) Acts as primary point of contact for coordination and |iaison
with RLOs assigned to mgjor joint unified, fleet, and gaining command staffs.
Ensures structure, assignment, and enployment of Naval Reserve assets to neet
requirenents of the active conmponent force.

(2) Coordinates Naval Reserve participation in JCS, Fleet CINC, and
ot her exerci ses.

(3) Assists in the devel opnent of |long range plans for Naval Reserve
invol venent in Fleet exercises and contributory support.

(4) Reports to the Future Plans Oficer (N51) in the perfornance of
duti es.

b. Know edge
(1) Broad working know edge of:
(a) Staff organization within the Naval Reserve.
(b) COVWNAVRESFOR programs and directives.
(2) Possesses a thorough working know edge on the use of personal
conputers and associated software for word processing, e-nmail usage,
correspondence, and brief preparation. Personnel should have know edge of

Joint, Unified, Fleet, and gaining command staffs.

(3) Ability to prepare correspondence and briefs in a clear, concise
manner .

8. N513 Plans Adm nistrative Assistant
a. Tasks

(1) Executes the adnministrative responsibilities for N51, N511, and
N512.
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(2) Advises N51, N511, and N512 on administrative matters.

(3) Plans neetings, takes minutes, and deconflicts schedules of N51,
N511, and N512.

b. Know edge
(1) Working knowl edge of DoD, DON, and COVNAVRESFOR directives.

(2) Basic know edge in the use of personal conputers and associ ated
software for word processing, e-nmail, presentations, and I|Internet usage.

9. N52 Policy/Doctrine (Oficer)
a Tasks
(1) Devel ops and assesses Naval Reserve Force policies and doctrine.
(2) Conducts study and initiates action on policy nmatters pertaining
to the conposition, organization, enployment, and nanagenent of the Naval

Reserve Forces.

(3) Prepares statements of Naval Reserve policy and annually reviews
and updates policy directives.

(4) Evaluates inpact and prepares recommendations on policy actions
devel oped by SECDEF, SECNAV, CNO, COWAVRESFOR, COWNAVAI RESFOR, and
COWNAVSURFRESFOR.

(5) Evaluates Naval Reserve roles and missions within the framework
of national strategy, joint, and naval doctrine.

(6) Reports to the DCOS for Force Plans, Requirenents, and Resources
in the performance of duties

b. Know edge

(1) Naval War College graduate; conpleting the Strategic Planning
Semi nar.

(2) Broad working know edge of:

(a) Deliberate and Contingency Planning. Famliar with the
Pl anning, Progranming, and Budgeting System

(b) COWAVRESFOR prograns.
(3) Ability to:
(a) Manage and supervi se subordinate staff.

(b) Establish and maintain effective working relationships with
all levels of the COVWAVRESFOR Staff.
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10. N521 Administrative Assistant (Senior Enlisted)

a. Tasks

(1) Advertises and coordinates the selection process for the
conposi tion/ nenbership on the annual COWAVRESFOR Policy Board.

(2) Advertises and collates items to be considered by the annual
COWAVRESFOR policy Board.

(3) Coordinates the convening of the annual Policy Board. Assists in
drafting and publication of the Policy Board report upon the Board s
adj our ni ng.

(4) Coordinates the mid-year review and staffing of all renaining
Policy Board issues.

(5) Reports to the Policy/Doctrine Oficer (N52) in the perfornmance
of duties.

b. Know edge

(1) Broad working know edge of:

(a) Staff organization within the Naval Reserve.
(b) COVNAVRESFOR programs and directives.

(2) Thorough working know edge on the use of personal conmputers and
associ ated software for word processing, e-mail usage, correspondence
preparation, and brief preparation.

11. N53 Force Mobilization Plans (O ficer)
a.  Tasks

(1) Coordinates all Deliberate Planning for the Naval Reserve.

(2) Oversees Naval Reserve participation in nobilizations, including
exerci ses.

(3) Coordinates planning required to nobilize the Naval Reserve
For ce.

(4) Reviews guidance regarding Naval Reserve deliberate planning for
real world and exercise scenarios.

(5) Prepares staff decision papers for Deliberate Plans issues.

(6) Serves as d obal Command and Control System (GCCS) Designated
Approving Authority (DAA).

(7) Serves as Mbilization IS functional manager.

(8) Serves as COWNAVRESFOR Mobilization Response Cell Instructor.
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b. Know edge

(1) Naval War Coll ege graduate; successfully conpleted Strategic
Pl anni ng Sem nar and Basi c Joint Operation Planning and Execution System
(JOPES) course.
(2) Broad working know edge of:
(a) The Deliberate Planning process.
(b) COWAVRESFOR prograns.
(3) Ability to:
(a) Manage and supervise subordinate staff.

(b) Establish and nmintain effective working relationships with
all levels of the COVWNAVRESFOR Staff.

(4) Top secret clearance required.
12. N53A Mobilization Plans Administrative Assistant (Enlisted)
a. Tasks

(1) Maintains library of all publications pertinent to the GCCS and
Mobilization policy and procedures.

(2) GCCs Assistant TASO
(3) Assists with (TPFDD) nmmi ntenance and review.
(4) Provides Reserve Force data to CINC pl anners.

(5) Disseminates Status OF Resources And Training System (SORTS)
dat a.

(6) COWAVRESFOR Mbbilization Response Cell menber.

(7) System administrator for maintenance of N53 Secret |Internet
Protocol Router Network (SIPERNET).

(8) Responsible for all administrative duties for N53.
(9) Handles top secret material.

b. Know edge

(1) Working know edge of the staff organization as well as broad
know edge of COWNAVRESFOR policies and directives as they relate to the
Del i berate Planning and Mobilization process.

(2) Know edge of personal computers and related software as
requirenent to use the GCCS and RTSS.

(3) Successfully conpleted Basic JOPES course.
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(4) Top secret clearance required.
13. N531 Force Mbilization Plans Analyst (Civilian)
a. Tasks

(1) Coordinates the Naval Reserve Force participation in the
Del i berate Pl anning process.

(2) Assists the Mbilization Plans Oficer. Provi des technical
expertise on the information systens required to nobilize the Naval Reserve
Force.

(3) Represents COWAVRESFOR at pl anning conferences.

(4) Coordinates participation in JCS sponsored exercises.

(5) Mobilization Watch Team nmenber and instructor.

(6) Reviews nobilization docunentation.

(7) Reviews RTSS, RSTARS, and other technical docunmentation to
deternmine nobilization capabilities.

(8) Ensures Reserve Force TPFDD data is accurate and current
(9) GCCS Manager/ TASO
(10) Handles top secret material.

(11) Reports to the Force Mbilization Plans Oficer (N53) in the
execution of duties.

b. Know edge

(1) In-depth know edge of policy, procedures, and planning of all
matters related to the nobilization of the Naval Reserve Force.

(2) Technical expertise required in the use of the GCCS/ RTSS/ RSTARS
and the associated software on personal conputers.

(3) Top secret clearance required.
(4) Conmpleted Basic JOPES course.
14. N532 Mbbilization Plans Administrative Assistant (Enlisted)
a  Tasks

(1) Maintains library of all publications pertinent to the GCCS and
Mobilization policy and procedures.

(2) GCCs Assistant TASO

(3) Assists with TPFDD nmi nt enance and review.
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(4) Provides Reserve Force data to CINC planners using various

met hods.
(5) Disseninates SORTS data.
(6) COWNAVRESFOR Mbbilization Response Cell nmenber.
(7) System Admi nistrator for namintenance of N53 S| PERNET.
(8) Responsible for all admnistrative duties for N53.
(9) Handles top secret material.
b. Know edge

(1) Working know edge of staff organization as well as broad
know edge of COWNAVRESFOR policies and directives as they relate to
Del i berate Planning and Mbilization process.

(2) Know edge of personal conmputers and related software as
requirenent to use the GCCS and RTSS.

(3) Successfully conpleted Basic JOPES course.
(4) Top secret clearance required.
15. N81 Resource Requirenents (Officer)
a Tasks

(1) Fornulates resource requirements necessary to achi eve Naval
Reserve program goals per SECDEF, SECNAV, and CNO policy.

(2) Acts as the Naval Reserve |ead agent in the Planning and
Programm ng phases of the PPBS process.

(3) Tracks the POM with staff program nanagers and resource Sponsors.

(4) Makes long and short term recommendations for requirenent and
resource adjustnments within the Naval Reserve.

(5) Assists COWNAVRESFOR staff in the identification of any
significant problem areas and the risk associated with funding |evels
provided in the FYDP.

(6) Serves as the program analyst and principal advisor to the DOCS
for Resources, Requirenments, and Assessnents in all matters related to Force
assessnents of Reserve prograns. Provi des devel opnment of quantitative and
qualitative neasurenents for prograns, an analysis of program perfornmance to
benchmarks, and identifying problem areas.

(7) Reviews and advises on the inpact of programmatic changes in the
Naval Reserve plan.

(8) Reviews program policy and provides recomendations to enhance
Force readi ness.
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b. Know edge

(1) Detailed know edge and understanding of budgetary and financi al
policies, precedent setting decisions, nethods, procedures, and regulations
to forecast and oversee program funding activities.

(2) Ability to apply a broad range of analytical nethods, statistical
approaches, work neasurement tools, survey devel opnent, and data collection
t echni ques

(3) Skill in oral and witten comunication; ability to prepare and
present recomendations and solutions regarding conplex issues based on
anal ysis and eval uati ons.

(4) Working know edge of conputer progranms and equi pnent to include
dat abase, spreadsheet, and word processing functions.

(5) Successful conpletion of DON Navy PPBS Course and Strategic
Pl anni ng Semi nar.

16. N81A Force Program and Requirenents (Enlisted)
a. Tasks

(1) Receives, routes, tracks, verifies, and endorses all fact and
justification sheets relating to NRAs and units.

(2) Prepares, validates, and subnmits reports pertaining to Naval
Reserve Force prograns.

(3) Receives, tracks, and forwards correspondence pertaining to
Reserve Force activity status.

b. Know edge
(1) Broad working know edge of:
1l Staff organization within the Naval Reserve clai mancy.
2. COWAVRESFOR prograns and directives.
(2) Know edge of:
1. DoD PPBS.

2. Financial managenent, budget process, and general Navy
termnology related to financial managenent and the budget process.

3. The organization and function of military services wthin
DoD.

(4) Possesses basic abilities in the use of personal conputers and
associ ated software for word processing, correspondence brief preparation,
spreadsheets, and e-mil usage.

(5) Conpleted Principles of Navy Budgeting.
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17. N81B Resource Requirenents (G vilian)
a. Tasks

(1) Serves as principle advisor to Force Requirenents, Resources and
Assessnent OFficer on matters regardi ng resource requirements necessary to
achi eve Naval Reserve program goals per SECDEF, SECNAV, and CNO policy.

(2) Coordinates the devel opnent of the NG&RE priority Iist.

(3) Directs the developnent of the IPL and its submni ssion/
integration with CINC I|PLs.

(4) Acts as the Naval Reserve |lead agent in the Planning and
Programm ng phases of the PPBS process.

(5) Tracks the POM with associated staff program nanagers and
resource Sponsors.

(6) Makes long and short term reconmendations, where appropriate, for
requi renent and resource adjustments for the Naval Reserve.

(7) Reviews programmatic policy and provides recomendations to
enhance Force readiness.

b. Know edge

(1) Detailed and intensive know edge and understandi ng of governing
budgetary and financial policies, precedent setting decisions, nmethods
procedures, and regulations to forecast and oversee program funding
activities.

(2) Ability to:

(a) ldentify, analyze, and evaluate funding problens and devel op
alternative solutions to neet program goals and objectives.

(b) Analyze extensive program data/interrelationship and
coordi nate the preparing of accurate, reasonable plans and proposals;
applying a wide range of nethods used to gather, analyze, and evaluate
resource planning information, draw conclusions, and reconmend appropriate
action.

(c) Establish and maintain effective relationships with and gain
confidence and the cooperation of supervisors and managers to accept
proposal s on conpl ex issues.

(3) Know edge of:

(a) Financial management, budget processes, and general Navy
termnology as it relates to federal and DON policy applicable to fund
pl anni ng/ managenent and DoD/ DON contract devel opnent/adm nistration
procedures.

(b) The organization, function, and operations of the Congress of
the United States, governnental agencies, and mlitary services wth DoD.
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(4) Skill in oral and witten communication to prepare and present
recomendati ons and sol utions regardi ng conpl ex i ssues based on anal ysis and
evaluation, including a working know edge of conputer prograns and equi pment
to include database, spreadsheet, and word processing functions.

(5) Successfully conpleting Principles of Navy Budgeting, DON PPBS
course, Practical Conptrollers course, and Strategic Planning Sem nar.

18. N811 Force Program and Requirenents (Enlisted)
a. Tasks

(1) Receives, routes, tracks, verifies, and endorse all fact and
justification sheets relating to NRAs and units.

(2) Prepares, validates, and submits various reports and spreadsheets
pertaining to Force Prograns.

(3) Receives, tracks, and forwards correspondence pertaining to
Reserve Force activity status.

b.  Know edge
(1) Broad working know edge of:

(a) Staff organization within the Naval Reserve and externally to
COWNAVRESFCR .

(b) COWNAVRESFOR s program and directives.
(2) Know edge of:
(a) DoD PPBS.
(b) Financial managenment, budget processes, and general Navy
terminology as it relates to financial managenent, budget process, Federal,

and DON policy.

(c) The organization and function of mlitary services within
DoD.

(3) Possesses basic abilities in the use of personal conmputers and
associ ated software for word processing, correspondence brief preparation,
spreadsheets, and e-nmmil usage.

(4) Conpleted Principles of Navy Budgeting.

19. N811 Resource Requirements (Cvilian)

a. Tasks

(1) Fornulates resource requirements to achieve Naval Reserve program
goal s per SECDEF, SECNAV, and CNO policy.

(2) Coordinates the devel opment of the NG&RE priority list.
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(3) Directs the devel opnent of the IPL and its subm ssion/integration
with CINC | PLs.

(4) Acts as the Naval Reserve lead agent in the Planning and
Programm ng phases of the PPBS process.

(5) Tracks the POM staff program managers and resource sponsors.

(6) Makes recommendations for the requirements and resource
adjustnents to the Naval Reserve.

b. Know edge

(1) Detailed and intensive know edge and understandi ng of governing
budgetary and financial policies, precedent setting decisions, nethods
procedures, and regulations to forecast and oversee program funding
activities.

(2) Ability to:

(a) ldentify, analyze, and evaluate funding problens and devel op
alternative solutions to nmeet program goals and objectives.

(b) Analyze program data and coordinate the preparation of
accurate, reasonable plans, and proposals; applying a wde range of nethods
to gather, analyze, and evaluate resource planning information, draw
concl usions, and reconmend appropriate action.

(3) Know edge of DON financial managenent, budget processes, and
general Navy termnology and DoD/DON contract devel opment/admi nistration
procedur es.

(4) Skill in oral and witten communication to prepare and present
recomrendati ons and solutions regarding conplex issues based on analysis and
eval uati on.

(5) Working know edge of conputer prograns and equi pment to include
dat abase, spreadsheet, and word procession functions.

(6) Conpleted Principles of Navy Budgeting, DON PPBS course,
Practical Conptrollers course, and Strategic Planning Sen nar.

20. N812 Force Assessments (Civilian)
a. Tasks
(1) Serves as the program analyst and principal advisor to Force
Requi renents and Assessments O ficer (N81) in all matters related to Force
Assessments of Reserve Prograns. Provi des devel opment of quantitative and
qual itative neasurements for prograns, analysis of program performance-t o—-
benchmarks, and identification of problem areas.

(2) Analyzes:

(a) Existing and proposed program requirements to determne
econom es and efficiencies.
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(b) Denpgraphic data regarding Reserve unit location and
conposition providing alternatives and recomendations.

(3) Provides analysis of the inpact of programmatic changes in the
Naval Reserve Pl an.

(4) Devel ops:

(a) Measures of effectiveness to assess application of fiscal
resources to Fleet requirenents.

(b) Methodol ogies for neasuring the overall mission effectiveness
of COWNAVRESFOR.

(5) Directs and coordinates analysis pertaining to decisions,
prioritization, and validation of requirements and resource issues.

b. Know edge
(1) Detailed know edge of a broad range of analytical nethods and

statistical approaches, work measurenment tools, survey devel opment, and data
col l ection techniques.

(2) Broad know edge of Reserve Prograns.
(3) A general know edge of:
(a) Financial managenment, budget processes, and Navy terninol ogy
related to financial managenent and the budget process; and Federal and DON
policy applicable to fund planning/ nanagemrent and DoD/ DON contract devel op—

ment, and administrative procedures.

(b) The organization, function, and operation of each echelon
within the chain of command and their relationship to each other.

(4) sSkill in oral and witten communication to prepare and present
recomrendati ons and solutions regarding conplex issues based on analysis and
eval uati on.

(5) Working know edge of conputer prograns and equi pment to include
dat abase, spreadsheet, and word processing functions.

(6) Conpleting Strategic Planning Sem nar.
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Section VIII — DCOS, Force IT (N6)
1. N6 DCOS, Force IT
a. Mssion. Provides quality, innovative, cost effective
communi cations, and information systens focused on neeting customner
requirenents within budgetary constraints.
b. Functi ons
(1) Strategic Infornation Technol ogy and Communications Pl anning.
(2) Policy formulation, adaptation, and promrul gation.
(3) Integration of technical and functional requirenents.
(4) Information technology and comunications program oversight.
(5) Deploynent and inplenmenting guidance.

(6) Information and conmunications resource/financial accountability.

(7) Planning, programming, and budgeting for force information
t echnol ogy.

¢c. Command Rel ationshi ps

(1) Chief Information Oficer (C1O for the Naval Reserve Force.

(2) Liaises with COWAVSURFRESFOR, COWNAVAI RESFOR, COWNAVRESCRU TCOM
NAVRESI NFOSYSOFF, Systens Executive O fice for Manpower and Personnel
(SEQ MP), CNO (N095, N6, and N12); and Commander, Space and Naval Warfare
Systens Command ( COVBPAVWARESYSCQM) .

d. Key Processes

(1) Provides conprehensive strategy to develop and submit an annual
I nstant Message (IM/IT Strategic Plan. Consol idates DON CIO, DoD CIO and
Federal CIO strategic guidance; and facilitates the integration of
COMNAVRESFCR i nputs into the DON IMIT Strategic Plan. Provides a basis for
COWAVRESFOR sel ection and funding of IMIT projects.

(2) Supports the design and inplenmenting streamined, efficient
prograns that take advantage of IMIT capabilities. Provi des a COWAVRESFOR
met hodol ogy to support |T enabled business process reinvention, supporting
tools, and reusable process nodels for best practices.

(3) Provides the common architectural framework for interoperability,
security, and connectivity for the COWAVRESFOR comunity of users. I ncl udes
current infrastructure baseline, a target infrastructure plan, and a
supporting migration plan. The intent is to devel op a COWAVRESFOR wi de
IMIT architecture that addresses common technol ogy, systems tools, and
information requirenents.

(4) Manages the adoption and evolution of DoD and DON-wide IMIT

standards that support the Overarching Infrastructure Planning (Operational
Systens) architectures. These support the devel opnent, validation, and

VIT-1



COWAVRESFORI NST  5400. 17D

22 Fep 200t

verification of standards that support conmunication and information
interoperability.

(5) Quantifies how well COWAVRESFOR neets its goals, objectives, and
initiatives . | T supports decisions anpbng alternative projects and neasures
ongoi ng project execution.

(6) ldentifies and recomrends acquisition of IMIT business solutions
and pronotes their inplenmentation. Ensures IMIT architecture standards
requirenents are included in acquisitions and contracts.

e. Tasks
(1) ao
(2) Program Decision Authority.

(3) Configuration Executive Board (CEB) Chair.

f.  Know edge
(1) Primary NOBC of 2612 (Managerment |S Oficer).

(2) Subspecialty Code in either |IT Management (0089) or Conputer
Sci ence (0091).

(3) Thorough know edge of IMIT strategies, policies, plans, archi-
tecture, standards, guidance, infrastructure, progranmng, and process
i nprovement .

(4) Ability to:

(a) Establish and maintain effective working relationships with
all levels of COWAVRESFOR, COWAVAI RESFOR, COWNAVSURFRESFOR, SEQ MP,
NAVRESI NFOSYSOFF, COWAVRESCRUI TCOM COMSPAWARESYSCOM CNO (N095, N6, and
N12); as well as superior and subordinate conmmands.

(b) Apply sound, independent judgnent in inplenenting, executing,
and evaluating the performance of IT programs and projects.

(c) Promote the effective and efficient design and operation of
all mjor information resources nanagement processes, including inprovenents
to the work processes of the Naval Reserve.

(d) Manage and supervise subordinate staff; plan for the hiring,
training, and professional devel opnment to provide adequate know edge and
skills in information resources nanagenent.

(e) Present briefings and serve as a COVNAVRESFOR representative
at meetings and conferences with representatives of other government
agenci es, participating organizations, and contractors/subcontractors.

(5) Broad know edge of COWAVRESFOR | T prograns.
(6) Know edge of:

(a) The PPBS policies and procedures.
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(b) Naval messaging and conmuni cations.
2. NBS Adninistration (Enlisted)
a  Tasks
(1) Administrative support
(2) Training coordinator
(3) Cvilian personnel |iaison
(4) Tinekeeping clerk
(5) Supply clerk
b. Know edge
(1) Yeoman rating.
(2) Thorough know edge of the Navy Correspondence Manual with the
ability to accurately type messages, route inconm ng and outgoing mail,

purchase supplies, and maintain stock |evels.

(3) Ability to perform civilian personnel liaison, training
coordi nation, and tinekeeping skills.

(4) Know edge of:

(a) The RITS program designed to nmanage travel funding and
l'iquidating travel orders.

(b) Basic conmputer skills. Proficiency in GoupWse, Mcrosoft
Word, Access, Excel, and Power Point.

3. N61L/N61A IT Plans and Policy (Oficer/Civilian)
a. Tasks
(1) Reviews IMIT Policy (instructions/directives).

(2) Responds to data calls/special projects (A'S Catal og (ACAT),
Congressi onal Backup Book (CBB), Policy Board |ssues (PBIs), etc.).

(3) Coordinates strategic planning (Business Systens Plan (BSP)).

(4) Conducts requirenments planning (Conponent |nformation Managenment
Plan (CIMP), and provides POM and Program Review (PR) responses).

(5) Oversees planning for logistics, financial, training, nmanpower,
and recruiting prograns.

(6) Supervises managenment |evel Configuration Managenent (CM,

Capability Maturity Mdel (CW, Software Process |nprovenent (SPl), and
Busi ness Process Reengi neering (BPR).
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b. Know edge
(1) N6l (Oficer)

(a) Primary NOBC of 2612 (Managenent Information Systens
Oficer).

(b) Subspecialty code in either Information Technol ogy Managenent
(0089) or Computer Science (0091)

(c) Thorough know edge of DON and DoD IMIT strategies, policies,
plans, architecture, standards, guidance, and infrastructure.

(d) Ability to:

1l Apply sound, independent judgnent in inplementing and
executing various COWAVRESFOR and higher authority plans and policies for
IMIT.

2. Work as a team menber on COWNAVRESFOR and hi gher
authority IMIT planning and policy boards.

3. Establish and maintain effective working relationships
with all levels of COWAVRESFOR, COWNAVAI RESFOR, COWAVSURFRESFOR, SEQ MP,
NAVRESI NFOSYSOFF, COWNAVRESCRUI TCOM COMSPAWARESYSCOM CNO (N095, N6, and
N12); as well as superior and subordinate conmmands.

4. Manage and supervise subordinate staff.

5. Present briefings and serve as COWAVRESFOR s
representative at neetings and conferences with representatives of other
governnment agencies, participating organizations, and contractors/
subcontractors.

(e) Broad know edge of COWNAVRESFOR Infornation Systens and

infrastructure prograns regarding where they fit within the DON and DoD pl ans
and policies for IMIT.

(f) Know edge of approaches used by IMIT organizations in other
agencies and/or the private sector to evaluate and advi se managenent on the
need for changes to existing policies and procedures.

(2) N61A (Civilian)
(a) Know edge of:

1. System engineering techniques including requirenments
definition, design, developnent, inmplenentation, test and evaluation, post-
depl oynent support, and the relationship that these functions have to project
pl anni ng, software engineering, and information engineering.

2. Principles, concepts, and nethodologies related to
qual ity assurance, and ability to apply this know edge to the planning and
acconplishment of a variety of highly conplex and visible work assignnents,

3. Ability to apply conventional nethods used to gather,
anal yze, and evaluate information concerning IMIT processes.
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4.  Agency IMIT procurenent procedures sufficient to advise
managenment on these matters as they relate to information systenms and the
supporting infrastructure.

5 Planning, organizing, and analyzing nethodol ogi es
necessary to conduct IMIT studies and eval uations.

6. Approaches used by IMIT organizations in other agencies

and/or the private sector to evaluate and advi se nanagement on the need for
changes in existing policies and procedures.

1.  Command goal s and objectives, the sequence and tim ng of
key program events and milestones, and nethods of evaluating the worth of
acconpl i shnment s.

(b) Ability to:

1l Draw conclusions and recommend appropriate action.

2. Research, analyze, interpret and apply rules,
regul ati ons, and procedures.

3. Recognize and anal yze probl ens, conduct research,
sumari ze results, and make appropriate recomendations.

4 Sufficiently develop and communicate findings and
recommended solutions via witten correspondence, verbally and in graphs and
charts.

5. Establish and maintain effective working relationships
with all levels of managenent.

4. N62/ N62D/ N62M N621/ N621A/ N621B/ N621C/ N621D Technol ogy Infrastructure
Program Managenment (Officer/Enlisted)

a. Tasks
(1) Provides technical expertise on IT.

(2) Liaises with Governnent organizations and contractors for
t echni cal support.

(3) IT infrastructure CCB Chair.

(4) Reviews and evaluates requirenents for IT infrastructure for
COWNAVRESFOR.

(5) Coordinates |IT Acquisition Paper (ITAP) processing, tracking, and
reporting.

(6) Performs the following IT logistics functions: Procures IT
Hardware and O fice Automation (QA); certifies invoices, maintains Table of
Al l owance (TQd); perforns inventory nanagenent and reporting.

(7) Plans IT infrastructure architecture and provides Commercial off
The Shelf (COTS) hardware/software guidelines.
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(8) Manages and nonitors the VIP Tiger Team (Desktop Support), the
Hel p Desk, and the network.

(9) Provides webmaster services, including technical and content
support; nmonitors operations support, and perforns project managenent (e.g.,
Def ense Messagi ng System (DMVS)).

b. Know edge
(1) Ne2 (Oficer)

(a) Subspecialty code is either Information Technol ogy Managenent
(0089) or Computer Science (0091).

(b) Primary NOBC of 9720 (ADP Plans Oficer).
(c) Ability to:

1. Establish and maintain effective working relationships
with all levels of COWAVRESFOR, COWAVAIRESFOR, COWNAVSURFRESFOR, SEQ MP,
NAVRESI NFOSYSOFF, COWNAVRESCRUI TCOM COVEPAWARESYSCOM and CNO (N095, N6,
N12); as well as superior and subordinate conmands.

2. Apply sound, independent judgnent in inplementing and
executing various duties involved with the conputer and communications
infrastructure supporting plans and strategies.

3. Manage and supervise subordinate staff.
4. Present briefings and serve as a COWAVRESFOR
representative at neetings and conferences with representatives from other

government agencies, participating organizations, and contractors/
subcontractors.

(d) Know edge of:

1. DON and DoD IMIT strategies, policies, plans,
architecture, standards, guidance, and infrastructure.

2. COWAVRESFOR |S and infrastructure prograns regarding

where they fit within the Defense Information Infrastructure and DoD Joi nt
Techni cal Architecture.

3. Approaches used by IMIT organizations in other agencies
and/or the private sector to evaluate and advi se nanagement on the need for
changes in existing technical architecture and global information
infrastructure.

4. Naval nmessaging and communi cations.

(2) N62D Webnaster
(a) Know edge of:
1. Unix/NT Server, administrative and Internet mail, File

Transfer Protocol (FTP) and web servers, Local Area Network (LAN)/Wde Area
Network (WAN) protocols and topologies, Mcrosoft Exchange 5.X, M W ndows
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95/98, networking experience with client/server and renote Transmi ssion
Control Protocol (TCP)/Internet Protocol (I1P) procedures, Dynam c Hypertext
Mar kup Language (DHTM.), Hypertext Markup Language (HTM.), Common Gateway
Interface (CA@), Practical Extraction and Report Language (PERL), Java
Script, and PhotoShop 5.0.

2. Up-to-date web technologies to extend or enhance the web
site, as necessary, to fulfill nission requirements and fleet support.

3. IT regulations and practices.
(b) Ability to:
1. Establish and maintain effective relationships with all
| evel s of COWNAVRESFOR, COWNAVAI RESFOR, and COWAVSURFRESFOR, as well as

superior and subordi nate commands.

2. Supervise, train, and assist department comrand
webmasters in establishing/ maintaining web pages and world wi de web
procedur es.

ko

Devel op and maintain a 650 to 700 page web site.

>~

Assi st in maintaining standards of security, content, and
data integrity.

5 Code HTML and upload files for posting on the world wide
web.

6. Create and design web friendly graphics.

1. EBEvaluate and recomend software, hardware systens, and
configurations.

8. Provide DoD and DON web gui dance and direction to | ower
echel on commands and field activities.

(3) N62M (Senior Enlisted)
(a) Primary NEC of RM 2735 (Information Systems Administrator).
(b) Menber of the Planning Board For Training (PBFT).
(c) Ability to:
1l Manage and supervise subordinate staff.

2. Provide professional and nmilitary counseling to subor-
dinate staff.

3. Interface with technical managers and field activities
and establish policy based on existing resources.

4. Establish and namintain effective working relationships

with all levels of COWAVRESFOR, COWAVSURFRESFOR, and COWNAVAI RESFOR, as
wel | as superior and subordi nate conmands.
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(d) Working know edge of COWAVRESFOR PDB, Disciplinary Review
Boards (DRB), screening boards for various enlisted/ officer programs, and the
ability to nake sound and fair recommendations to Convening Authorities.

(e) Thorough working know edge of the DVS.

(f) Required to attend Electronic Key Management System ( EKMB)
Manager Course of Instruction (CA) (V-4C 0013).

(g) Must be EKMS inspector certified.
(h) Extensive working know edge of EKMS to provide Conmunications
Material Security (CMB) system guidance, and inspect subordinate EKMS

accounts.

(i) Expert know edge of the EKMsS publications CMS 21 and EKMS
704.

(j) Extensive know edge of the Secure Tel ephone Third Generation
(STU-111) program

(k) Collateral duties include EKMS Manager, CA for secure
t el ephone key ordering and admnistration, and Information System Security
Oficer (1SSO.
(4) N621 (Senior Enlisted)
(a) Ability to:

1. Manage COWAVRESFOR, COWNAVAI RESFOR, COWNAVSURFRESFOR,
SEQ' MP, and NAVRESI NFOSYSOFF Conmuni cations Center.

2. Supervise subordinate personnel in Naval message
procedures and ADP support.

3. Manage Video-Tel econferencing (VTC) equipnment and
schedul i ng connectivity.

(b) Working know edge of Naval message requirenents,
publications, and collateral responsibilities.

(c) Alternate EKM5 Manager CO (V-4C-0013).

(d) Must have perforned the duties as CM5 Custodian in the past 3
years.

(5) N621A/ N621B/ N621C/ N621D
(a) IT rating.
(b) Primary NEC of RM 2750 (Small Conputer System Specialist).
(c) Ability to:
1. Design, inplenent, and nonitor microconmputer peer to peer

network; microconputer/ mainframe network integration; and mcroconputer based
VTC systens.
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2. Install network operating and application software.

3. Inplenent network connection and conduct prelimnary
training on access nethods.

4. Manage/maintain internal site networks to include but not
limited to NetWare, UNIX, and W ndows/NT.

5. Manage system life cycle and AI'S security inplenentation.

6. Monitor and inprove network performance; and naintain and
operate network diagnostic devices.

7Z. Conduct first level network software and hardware
corrective actions.

8. Performthe operation, set—up and installation, upgrades,
mai nt enance, and security of small conputer systens and conponents.

9. Use small conputer system resource nanagerment and tools,
and administer configuration and life cycle prograns for snall conputer
syst ens.

10. Process Lanconnectivity and inplenenting other resource
sharing capabilities.

11. Effect AI'S security procedures.

12. Analyze and evaluate system security technol ogy, policy,
and training requirements in support of National, DoD, and DON |nfornation
Security (INFOSEC) polices.

13. Inplement DON risk managenent prograns.

14. Develop and mmintain system accreditation and support
docunent ati on.

15. Review and validate proposed system changes.
16. Maintain activity |INFOSEC plans.

17. Develop information systens contingency plans and system
security plans.

18.  Supervise comuni cation assets.
19. Receive, log, and follow up on LAN WAN trouble reports.

20.  Verify, process, and route incom ng and outgoing
messages.

21. Monitor nmessage traffic flow and backl ogs.

22. Perform basic functions in Naval nessage processing,
comuni cations security procedures, and communications database processes.
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(d) Famliar with all aspects of an information system within the
activity and basic understanding of the information pathways external to the
lifeline of the activity, from data originator to end-user.

(e) Possesses a basic understanding of database nanagement.

(f) Accountable for installation of application software, initial
user training and primary interface to user on natters pertaining to small
conput er technol ogy and applications.

(g) Function as the activity's accreditation action officer,
focal point, and principal advisor for all comrmand | NFOSEC matters in
conpliance with governing directives and instructions.

(h) Know edge required to coordinate trouble calls with users.

(i) Know edge to determine causes of application program error
conditions and inpact of system errors.

(6) N622A/ 622B (Two civilians)
(a) Know edge of:

1l COWAVRESFOR standards and policies, conputer system
desi gn, and techniques.

2. Subject area work processes, termnology, and a
famliarity with precedents and alternative automated approaches used in
conpar abl e organizations; ability to effectively advise on the nerits of
proposed projects before the decision to autonate/or nodify.

3. Systems structure, work processes, and databases involved
in other subsystems/systems, and the ability needed to recognize possible
conflicts.

4. Standard practices enployed by database adm nistrations
programmer, as well as advanced design, devel opment techniques, and
nmet hodol ogi es.

5 Budgeting and contracting for services procedures and
regulations to formulate criteria and nonitor contractor’s work performance.

(b) Skill at:
1. Relating project tasks to the overall priorities of the
organi zation to affectively guide the group’s efforts in acconplishing

proj ects.

2 Witten and oral communications; ability to prepare
presentations and briefs to top nmanagenent.

5. N63/N63A/ N63B Reserve Information Systens Managenent (Officer/ G vilian)
a. Tasks

(1) Performs project nanagement for logistics, financial, training,
manpower, and recruiting prograns.

VI11-10



COWNAVRESFORI NST 5400. 17D

< 1'EB 2001

(2) ITAP processing for information systens,

(3) Provides Configuration Managenment (CCBs), special project
support, and Data Managenent (DM .

(4) Coordinates software devel opment (contractor support).

b. Know edge
(1) Ne3 (Oficer)

(a) Subspecialty Code of Information Technol ogy Managenent (0089)
or Conputer Science (0091).

(b) Primary NOBC of 2612 (Management |nfornation Systens
Oficer)

(c) Thorough know edge of IMIT strategies, policies, plans,
architecture, standards, guidance, infrastructure, and process inprovenent.

(d) Extensive know edge of COWNAVRESFOR prograns.
(e) Ability to:

1. Establish and maintain effective working relationships
with all levels of COWAVRESFOR, COWNAVAI RESFOR, COWNAVSURFRESFOR, SEQ MP,
NAVRESI NFOSYSOFF, COWAVRESCRUI TCOM COMSPAWARESYSCOM CNO (N095, N6, and
N12); as well as superior and subordinate conmmands.

2.  Apply sound, independent judgnment in inplenenting and
executing various duties involved with IMIT.

3. Manage and supervise subordinate staff.

4. Present briefings and serve as a COWNAVRESFOR
representative at neetings and conferences with representatives of other
governnent agencies, participating organizations, and contractors/sub-
contractors.

(2) N63A/N63B (Civilian)
(a) Know edge of:

1. Systenms analysis and design techniques, alternative
design approaches, and conputer equipnment requirements to carry out studies
on the nmerits of proposed applications, designs, and design changes.

2. The characteristics of the conputer equipnent/systenms in
the Reserves,other agencies, and the private sector for acconplishing
simlar applications.

3. Pertinent equipnent advances to plan and carry out
eval uations of alternate equi pment configurations for proposed systens.

4. Agency ADP standards and policies and famliarity with

procurenent procedures to advise |eaders of ADP projects on these matters as
they relate to computer systens.
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5. Navy ADP policies and standards, and conputer equipment
eval uation techniques to perform systens analysis and performance analysis
assi gnnents.

6. Application software design and devel opment techni ques
and Navy policies and procedures pertaining to applications software.

1. Standard new or revised policies, practices, and
t echni cal managenent guidelines.

8 System software and system devel opment |ife cycles.

(b) Skill at relating aspects and parts of a project to the
overal |l needs of the Comrand.

6. N64 |IT Resource Mnagerment (G vilian)

a. Tasks

(1) Coordinates IT resource requirements, |T unfunded requirenents
coordination, and resource analysis support.

(2) Provides financial data analysis for CEB and budget submi ssion
coordination for IT requirenents.

(3) Contracting Oficer’'s Representative (COR).
(4) Provides budget infornation and gui dance for POM PR pl anni ng.
b. Know edge
(1) Know edge of:
(a) IT Resource laws, rules, and regulations.

(b) Cost and economic analysis principles, techniques, and
practices.

(2) Conprehensive know edge of COWAVRESFOR s goal s, objectives,
resources, functions, sources, and requirenents concerning |IT plans.

(3) Ability to:

(a) Research, analyze, interpret, apply rules, regulations, and
procedur es.

(b) Recogni ze and anal yze problens, conduct research, sumarize
results, and make appropriate recommendations.

(c) Apply sound, independent judgnent.

(d) Stratify resources against approved prograns, nonitor plans,
present data to support decisions, and nonitor budget execution for IT
resour ces.

(e) Wrk as a team nmenber.
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(f) Establish and maintain effective working relationships wthin
all levels of COMWNAVRESFOR as wel | as superior and subordi nate comrands and
outside activities.

(g) Communicate findings and recommended sol utions verbally and
provide witten correspondence using graphs and charts.
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Section | X — DCOS, Training (N7)
1. N7 DCGOS, Training

a. Mssion. Exercises overall policy direction, control, nanagenent,
and assessnent of Naval Reserve Trai ning.

b. Functi on. Provi des overall policy guidance for training of the Naval
Reserve Force.

¢. Command Rel ati onshi ps

(1) Liaisons with CNO (N095), COWAVSURFRESFOR, COWNAVAI RESFOR, CNET,
NAVRESPRODEVCEN, Naval Education and Traini ng Professional Devel oprment
Center, and Naval Air Warfare Center Training Systems Division in
establishing Naval Reserve Distributive Learning Requirenents.

(2) Represents the Naval Reserve to DoD, other governnent
departments, agencies, and civilian activities on matters pertaining to the
devel opment, review, and inplenenting Naval Reserve training and education.

(3) Liaises with CNET and Naval Education and Training Professional
Devel opnent Training Center in devel oping training technol ogy.

d. Key Processes

(1) Administers, nonitors, verifies, and reports training policy for
the Naval Reserve Force.

(2) Provides guidance to the Naval Reserve Force to attain and
mai ntai n the highest practical degree of readiness to nmeet nobilization and
contributory support requirenents.

e. Tasks

(1) Establishes policies and standards for Naval Reserve education
and school training plans and prograns.

(2) Provides programmi ng support for the CNET.

(3) Establishes, issues, and updates training and education policies
for programs which cross nultiple resource sponsors or claimnts including:
O ficer and enlisted programs, joint progranms, systenms acquisition, new
technol ogy, training devices, technical training equipnent, and training
reviews.

(4) Devel ops naval and joint school training and education in support
of naval, joint, and conbined doctrine.

(5) Coordinates the actions of subordinate comands to identify and
satisfy naval and joint training education requiremnent.

(6) Serves as functional manager of RSTARS Training Mdul e
(RSTARS(TM ), Conputer Training Mdule (CTM, and Reserve Billet Training
Program (RBTP) programs to support data collection and docunent the
conpl etion of Naval Reserve training.
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(7) Develops data to support POM PR for Fiscal Year 2001 requirenents
for PPBS, training systens and ADT schools funding.

(8) Identifies and coordinates the assignnent of qualified
instructors/facilitators for general nmlitary training, rate training, and
ot her professional training.

(9) Supervises personnel in all matters pertaining to Naval Reserve
Force training issues.

f. Knowl edge
(1) Thorough know edge of Professional MIlitary Education (PME)
managenent pertaining to a naval officer’s education in National Security,
Joint Operations, Strategy, and Policy.
(2) Ability to audit course curriculum nake recomended revisions
and provide insight as a nenber of the NAVRESPRODEVCEN Course Revi ew
Commi t t ee.

(3) Understanding of resource planning and capable of integrating
results into the POM process. I ncl udi ng AT/ ADT funding for schools.

2. N7S Adm nistrative Assistant (Enlisted)
a. Tasks

(1) Executes administrative responsibilities for DCOS Force Training
(N7).

(2) Advises N7 on matters concerning administration.

(3) Serves as Staff Travel Coordinator for N/. Wites TAD orders,
maei ntains travel budget, and subnits annual /m dyear budget requirenents.

(4) COWNAVRESFOR Wb Page Master and Wb-Based Conputer Training
poi nt of contact. Mai ntai ns and updates N7’s Wb Page.

b. Knowl edge

(1) Thorough know edge of the Correspondence Manual, admnistrative
procedures, and MDS.

(2) Broad working know edge of Mcrosoft Ofice and other related
conputer programs, including WEB page design and upkeep.

3. N/71 Training Policy and Plans (Officer)
a. Tasks
(1) Serves as the principal advisor to N7 on natters pertaining to
policies, procedures and standards for training the Naval Reserve. Reports

to N7 for plans, training, and nobilization in the performance of duties.
Di ssem nates all CNO directives and instructions.
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(2) Assesses the planning and programming of all Naval Reserve
training and educational prograns. Tracks POM devel opment for training both
COWNAVAI RESFOR and COWNAVSURFRESFOR st af fs.

(3) Prepares docunments and supporting workpapers to submit for
pl anni ng, progranmi ng, and budgeting of ADT funds for schools.

(4) Supervises and anal yzes the planning and executing of ADT school
requirenents into training databases.

b. Know edge
(1) Able to direct studies and research necessary to develop force
pl ans.
(2) Capable of resource planning and integrating results into the POM
process.

(3) Know edge of Reserve Force policy issues to provide responses to
COWAVRESFOR Pol i cy Board.

(4) Thorough know edge of the Naval Education and Training organiza-
tional structure and operation. Includes all levels from CNO to the activity
conducting the education, training, or providing support.

(5) Capable of resource planning and integrating results into the POM
process.

4. N712 Training Policy and Plans (Senior Enlisted)

a. Tasks

(1) Monitors Non-Prior Services (NPS) for accurate personnel
attendance and flight scheduling. Coordinates w th NAVPRODEVCEN and
COWAVRESFOR Orderwiting Departnent for potential problens.

(2) Oversees the Headquarters conputer lab to include scheduling
conputer time, nonitoring conputer status, and ensuring personnel have access
to the conputer base training course, National Education Training G oup
(NETG) .

(3) Retrieves and anal yzes data elenents for AT/ ADT orders, Naval
Reserve Force advancenent results, and Headquarters training conpletion.

(4) Serves as Leadership Training Continuum (LTC) program manager.
Tracks and provides quotas for COWAVRESFOR personnel requiring LTC.
Functional expert of Naval Reserve attendance policy and quota system

(5) Serves as Navy Integrated Training Resources and Admi nistration
System (NI TRAS) coordinator. Extracts data and anal yzes school history for
tri-staff personnel.

(6) Maintains all graphic material, supplies, and equipnent.
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b. Know edge

(1) Well-versed in education and training applications of ADP and
ot her conputer applications.

(2) Understanding of resource planning and capable of integrating
results into the POM process.

(3) Thorough knowl edge in the naval education and training
organi zations structure and operation, including all levels from CNO to the
activity conducting the education or training or providing support.

5. N712A Program Manager (Enlisted)

a. Tasks

(1) Oversees the Naval Reserve O ficer Foreign Exchange Program at
host conmmand in England or Gernany. Provides administrative support for

personnel orders and arranges travel for Foreign Exchange program sel ectees.

(2) Oversees the NEC conference COWAVRESFOR (N122) as required by
COWAVRESFORI NST 5354. 7A. Represents COWAVRESFOR (N7) at PME course
pl anni ng conferences.

(3) Prepares nessages to advertise and coordinates the selection
process of officer applications for the Naval War College (NWC) and National
Def ense University (NDU), Foreign Exchange Program Canadi an Forces Coll ege,
and NATO Defense University selection boards. Monitors selected officers for
order creation/travel and school house quotas to PME School s. Revi ew and
approve RIMS Order Mdule (R Ms/OV)/RESFMS ADT order applications for PME
sel ect ees

(4) Manages the COWNAVRESFOR (N7) ADT schools funding account and ADT
contributory support days for CNET, NWC, NDU, and the Naval Warfare
Devel opnent Center.

(5) Responsible for PME managenent of the courses designed to

increase a naval officer’s education in areas such as National Security,
Joint Operations, strategy, and policy.

b. Know edge

(1) Understanding of resource managenent systemns, including how
resources are acquired, accounted for, and allocated.

(2) Broad know edge of automated data systens to include RESFMS,
NITRAS Il, Mcrosoft Ofice, conputer orderwiting system and other related
conput er prograns.

6. N72 Training Systems (Officer)

a. Tasks

(1) Provides coordination of information technology and training
systens technology for the Naval Reserve. Coordi nates the Naval Reserve
Distributed Learning Plan.

I X-4



COWNAVRESFORI NST 5400. 17D

22 FEB 2001

(2) Coordinates analysis of proposed training purchases for
appropriate instructional delivery nmethodol ogy, design, developnent, and
application of Interactive Courseware.

(3) Coordinates the analysis, assessment, and execution of training
requirenents for the Naval Reserve Distributed Learning initiative.

(4) Monitors and anal yzes new technol ogi cal devel opnents, provides
reports and recommendati ons on education innovations, and conducts special

projects as requested by higher authority.

(5) Reviews all sources of available training material including
those provided using Conputer Based Training (CBT) and the Internet. Revi ews
products submitted by prospective vendors, coordinates reviews with echelon
Il trainers and makes recomendati ons on purchase deci sions.

(6) Coordinates Video Tele-Training (VIT) usage at the Naval Reserve
Prof essi onal Devel opnment Center and VIT Conpletion Reports.

(7) Liaises with Naval Education and Training Professional
Devel opnent Training Center and NAVRESPRODEVCEN as appropriate for managenent
of the Standard Training Activity Support System at the NAVRESPRODEVCEN.

(8) Liaises with CNET to ensure Naval Reserve training requiremnments
and limtations are considered/nmet in devel opnent of Total Force Training
Policies, (e.g., General Mlitary Training (GMWI, LTC, CNET devel oped
conputer based training, Information Assurance Certification.)

b. Knowl edge
(1) Ability to:

(a) Understand new approaches, inprovenents of existing
t echnol ogy, and new know edge which cones prinmarily from research.

(b) Discuss and use the Research and Devel opment (R&D) process to
i mprove the education and training system Ability to list the various neans
t hrough which new and existing R& infornation can be obtained.

(2) Know edge of Navy instructions to be able to find specific R&D
gui dance as required.

(3) Well-versed in education and training applications of ADP and
ot her conputer applications.

7. N73 Prof essional Devel opnent Departnment Head (O ficer)
a. Functi ons

(1) Also serves as CO NAVRESPRODEVCEN. Principal advisor to
COWAVRESFOR (N7) on matters pertaining to TAR and SELRES school house
trai ning and educati on.

(2) Coordinates with COWAVRESFOR, CNET, and principal devel opnment
activities, as appropriate, for the devel opnent, delivery, installation, and
life-cycle support of training devices, curricula, and technical training
equi pnent to neet training requirenents.
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(3) Ensures that training equipnent is nmintained in proper
configuration to support operational requirenents and ensure training
software is technically current.

b. Tasks

(1) Develops policies and courses to inprove the professional and
technical capabilities of the Force as directed by N7.

(2) Schedul es and supervises formal training for applicable courses
as required.

(3) Coordinates and monitors quality classroom training for NRAs.

(4) Maintains attendance records and reports applicable fornmal
training courses via the N TRAS reporting procedure,

(5) Establishes, issues, and updates training and education policies
for functional areas or progranms which cross nultiple resource sponsors or
cl ai mants including: O ficer prograns, enlisted prograns, joint prograns,
system acqui sition, new technology, training devices, technical training
equi pment, and training reviews.

(6) Responsible for PME managenent of the courses designed to
increase a naval officer’s education in areas such as National Security,
Joint Operations, Strategy, and Policy.

(7) Audits course curriculum makes revisions and participates as a
nmenber of the NAVRESPRODEVCEN Course Review Conmittee.

(8) ldentifies and coordinates the assignment of qualified
instructors/facilitators for general military training, rate training, and
ot her nandated professional training.

(9) Coordinates the execution of all training requirenents and
docunent ati on.

(10) Analyzes training requirements, acquisition, and technol ogy
policy as a menber of the Navy Training Requirenents Review.

c. Know edge

(1) Broad know edge of training and education policies for functional
areas or programs which cross multiple resource sponsors or clainmants
i ncl udi ng: O ficer programs, enlisted progranms, joint prograns, system
acqui sition, new technology, training devices, technical training equipnent,
and training reviews.

(2) Thorough know edge of nanagenent of the courses designed to
increase a naval officer’s education in National Security, Joint Operations,
Strategy, and Policy.

(3) Ability to:

(a) Audit course curriculum make revisions, and participate on
t he NAVRESPRODEVCEN Course Review Conmittee.

| X-6



COWNAVRESFORI NST 5400. 17D

22 FEB 2000

(b) Coordinate executing all training requirements, schedul es,
and docunentati on.

(c) Analyze training requirements, acquisition, and technol ogy
pol i cy.

(4) Thorough know edge of general nilitary training, rate training,
and ot her mandated professional training.

I X-7
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Section X — Commander, Naval Reserve Force Watch Organization
1. COWNAVRESFOR Watch Organization

a. Mssion. The watch is defined as any period of tine during which an
individual is assigned specific detailed responsibilities necessary for the
safety, security, and proper operation of the conmand. The COWAVRESFOR
staff nmintains a continuous on-board watch.

b. Seni or Watch O ficer

(1) Function. Serves as principal advisor to the COS and
COWAVRESFOR in all matters related to the watch organization. Exer ci ses
overal | nanagerment of the watch organization.

(2) Command Rel ati onshi ps

(a) Perforns duties as COWAVRESFOR Senior Watch O ficer and the
conbi ned COWNAVRESFOR, COWNAVAI RESFOR, COWNAVSURFRESFOR CDO Wat chbi ||
Coor di nat or .

(b) Reports directly to COWNAVRESFOR COS or, if absent, to the
Deputy Commander for matters pertaining to duty office procedures and
wat chstandi ng requirements, and keeps the COS inforned on the status of
assi gned programs and projects.

(c) Frequent liaises with Command Services to obtain current
directives and conmmand recall information.

(3) Key Processes

(a) Coordinates a watch organization according to Navy
Regul ati ons and guidelines established by higher authority.

(b) Recommends procedures and related policy, which are realistic
and ensure the safety, security, and proper operation and adnministration of
t he command.

(4) Tasks

(a) Responsible for preparing, issuing, and nmaintaining
wat chbi | | s.

(b) Prepares nonthly CDO watchbills and related supernunerary
l'ists.

(c) Responsible for Duty Ofice physical security requirenents.

(d) Ensures that the Duty Ofice is properly maintained and
equi pped and that administrative procedures and references are kept current.

(e) Establishes indoctrination procedures for all watchstanders.

(f) Conducts orientation instruction for assigned CDGCs.
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(5) Know edge

(a) A senior Commander/Cb on the staff of COWAVRESFOR qualified
as a CDO

(b) Broad know edge of Naval Reserve Force mission performance,
functions, operations and nmanagenent.

(c¢) Thorough working know edge of all duty procedures.

(d) Be famliar with the duties of the CDO OOD, and other
enlisted watchstanders.

(e) Broad know edge of Conditions of Readiness responses; Alert
Condition (LERTCON) procedures and reporting requirenents; destructive
weat her procedures and responsibilities, and emergency evacuation and
managenent pl ans.

(f) Expert know edge of protocol.
C. CDO

(1) Command Rel ati onshi ps

(a) Reports:
1l To the COS for all routine matters.

2. Al violations of security to the Conmand Security
Manager .

3. To the Senior Watch Oficer for all nmatters pertaining to
wat ch assi gnment s.

(b) Makes other reports to superior and subordinate commands, as
appropri ate.

(c) Participates in watch turnover, provides a conplete briefing
to the oncoming watch to naintain continuity of control and know edge.

(2) Know edge

(a) Al officers in the grade of Conmander/ 05 and bel ow shall
stand duty as CDO, with the exception of Medical Corps, Dental Corps, Medical
Service Corps, Nurse Corp officers, and Chapl ains.

(b) Ability to prepare nessages, including OPREP-3 reports.

(c) Thorough working know edge of all duty procedures and
requi renents of the watch.

(d) Thorough know edge of destructive weather procedures and
responsibilities and LERTCON procedures and reporting requirenents.

(e) Know edge of basic conputer skills. Proficiency in
G oupWse, Mcrosoft Wrd, and MS.
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(f) Ability to research, analyze, interpret and apply rules,
regul ati ons, and procedures.

(g) Ability to establish and maintain comrunications with all
level s of COWNAVRESFOR, COWNAVAI RESFOR, and COWNAVSURFRESFOR.

(h) Broad know edge of CACO duti es.

(i) Ability to plan, monitor, coordinate, and evaluate conplex
evol utions.

(3) Tasks

(a) Responsible for ensuring proper performance of all duties of
the watch.

(b) Takes appropriate action in emergencies until relieved by
proper authority.

(c) Carries out the routine of the comand as published in the
pl an of the week and supervises the Oficer of the Day (OOD) in the safety,
security, and general duties of the watch.

(d) Ensures all required security inspections and safety checks
are conduct ed.

(e) Coordinates rendering of appropriate honors to senior-level
visitors to the command.

(f) Reviews all message traffic.
(g) Directs recall exercises.

(h) Ensures that appropriate persons are inforned pronptly and
required entries are made in the |ogbook.

(i) Supervises colors.

(j) Assumes other responsibilities as assigned by the Chief of
Staff.

d. O0D Watchbill Coordi nator

(1) Tasks

(a) Assists the Senior Watch Oficer in coordinating all routine
matters related to the watch organization.

(b) Establishes and nmintains watchstander and supernunerary
l'ists.

(c) Prepares nonthly OOD watchbills for all assigned Senior and
Chief Petty Oficers, including ADSWOne Year Recall personnel on active duty
for 90 days or |onger.

(d) Establishes an effective watchstanders indoctrination
program
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(e) Devel ops other training as required.

(2) Know edge

(a) A Senior Chief Petty Oficer assigned to the staff of
COWNAVRESFOR, COWNAVSURFRESFOR, or COWNAVAI RESFOR

(b) Qualified to stand 00D wat ch.
(c) Thorough working know edge of all duty procedures.
(d) Ability to:
1l Establish and maintain effective working relationships
with all levels of COWAVRESFOR, COWAVAI RESFOR, and COWNAVSURFRESFOR, as

wel | as superior and subordi nate conmmands.

2.  Apply sound judgnent in inplenenting and executing the
various duties involved wth watchstanding.

3. Prepare nessages.

4. Research, analyze, interpret and apply rules, regula-
tions, and procedures.

5. Coordinate conplex evol utions.

(e) Thorough know edge of:
1l CACO procedures and Funeral Honors Support Program
2. LERTCON procedures and conmmand rel ationships.

3. Basic conputer skills, proficiency in G oupWse,
M crosoft Wrd, and MDS.

4, Protocol.

(3) Command Rel ati onshi ps

(a) Reports to the CDO for all routine natters.

(b) Reports all violations of security to the Conmand Security
Manager .

(c) Reports to the OOD Watchbill Coordinator for all matters
pertaining to their assignment to a watch.

(d) Makes other reports to superior and subordinate commands, as
directed.

(e) Provides status of CACO and Funeral Honors Support Program to
CACO Contact Representative.
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(4) Duties

(a) Supervises and ensures all duty turnover procedures are
conpl et e.

(b) Completes the duty office safe inventory. Conducts a sight
inventory and accepts custody of required itens.

(c) Screens all inconm ng nmessages.
(d) Conducts frequent security checks, ensures all designated
exterior office doors are |ocked after working hours and opened the next

wor ki ng day.

(e) Perforns CACO and Funeral Honors Support Program duties as
required.

(f) Dispatches the duty driver as required.

(g) Ensures colors are carried out as required, including the
raising and |lowering of the appropriate personal flag.

(h) Conducts staff recalls when directed.
(i) Makes entries in | ogbook.
(j) Maintains a properly posted and al ert watch.

(k) Maintains a record of all personnel departing or returning
from | eave.

(1) Performs other duties as nmy be assigned.

e. Enlisted Watchbill Coordi nator

(1) Tasks

(a) Assists the Senior Watch Oficer in coordinating all matters
related to the watch organization.

(b) Establishes and nmintains watchstander and rel ated
supernunerary |ists.

(c) Prepares nonthly Staff Duty Petty Oficer (SDPO watchbills
for all assigned petty officers, including ADSW One Year Recall personnel on
active duty for 90 days or |onger.

(d) Establishes an effective Watchstanders Indoctrination
Program

(e) Develops other training as required.

(2) Know edge

(a) A Chief Petty Oficer assigned to the staff of COWAVRESFOR,
COWNAVSURFRESFOR, or COVWNAVAI RRESFOR.
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(b) Qalified to stand OOD watch.  Thorough worki ng know edge of
all duty procedures.

(c) Ability to:

l. Establish and maintain effective working relationships
with all levels of COWAVRESFOR, COWAVAI RESFOR, and COWNAVSURFRESFOR, as
wel |l as superior and subordi nate commands.

2. Apply sound judgment in inplenmenting and executing the
various duties involved with watchstanding.

(f) Additional Watches. Enlisted personnel (E6 and below) may be
assigned to any of the follow ng COWNAVRESFOR watches as necessary for the
safety, security and proper operation of the commuand: SDPO, Staff Duty
Driver; COWAVRESFCR Deputy/COS Watchbill; Special Details; and are available
for Wrrking Party details, as required.
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Section XI - Collateral Duty Listing

1. Collateral Duty Listing as indicated in COWAVRESFORNOTE 5420 of

27 April 1999

TITLE

Freedom of Information Act/Privacy Act
Coor di nat or

Command Career Counsel or

NWP Cust odi an/ Top Secret Control Oficer

Security Manager

Asi an American/ Pacific |slander Program Manager
Equal Enpl oynment Opportunity Representative
Federal Wonen’'s Program Manager

Federal Equal Opportunity Recruitnent Program
Handi cap Program Manager

H spani ¢ Enpl oynent Program Manager

Logi stics Application of Automated Marking and
Readi ng Synbols Program O ficer

Fire Safety

I ndustrial Hygiene Coordinator

OSHA Coordi nator (Safety) Occupational Safety
and Health Adnministration

Arns, Amunitions, and Expl osives/Physical Law
Enf orcenent Program Manager

Loss Prevention Program Manager

M ssing, Lost, Stolen, and Recovered Program
Manager

Di saster Preparedness Coordinator

Xl -1

REFERENCE

SECNAVI NST  5720. 42E
SECNAVI NST 5211. 5D

NAVPERS 15878H
COWMNAVRESFORI NST
5000. 1D

NP 1-01
OPNAVI NST 5510. 1H

OPNAVI NST 5510. 1H
OPNAVI NST 12720. 8
OPNAVI NST 12720. 8
OPNAVI NST 12720. 8
OPNAVI NST 12720. 8
OPNAVI NST 12720. 8
OPNAVI NST 12720. 8
NAVSUPI NST 5230. 32
NAVSUPPACTNRLNSI NST
11320. 1K

OPNAVI NST 5100. 23D
OPNAVI NST 5100. 23D
OPNAVI NST 5530. 13B
OPNAVI NST 5530. 14B
OPNAVI NST 5530. 14B
OPNAVI NST 5530. 14B

NAVSUPPACTNRLNSI NST
3440. 5A
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N3 COLLATERALS (relative to prinaries)
N3 Menmber Configuration Executive Board
Chairman RIM5 (Orderwiting) Configuration Control Board
Co- Chairman RI M5 (Financial Mnagenent) Configuration Control Board
N31 COVNAVRESFOR Counterdrug |nsurgency point of contact for CINC s

N33 Member RIMS (Orderwriting) Configuration Control Board

Xl -2
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Section XIl — Staff Roles

1. Staff Roles
a. Echelon |I: Director, Naval Reserve (N095)
(1) Properly resource the Naval Reserve Force.
(2) Develop Navy policy for the Naval Reserve.
(3) Act as special advisors to the Director and Chief, Naval Reserve.

(4) Represent Naval Reserve issues to the CNO SECNAV, DoD, and other
agenci es/ branches.

(5) Represent the Commander in |ocal venues where representation by a
COWAVRESFOR staff nenmber is not practical.

b. Echelon 11: Commander, Naval Reserve Force
(1) Develop inplementing policy for the Naval Reserve Force.
(2) Conduct long range planning for the Naval Reserve.

(3) Represent the Naval Reserve on issues that cross echelon 111
Force Commander |Ii nes.

c. Echelon 111: COWAVAI RESFOR, COWNAVSURFRESFOR

(1) Inplenments policy within COWAVAI RESFOR, COWAVSURFRESFOR as
appropri ate.

(2) Execute policy.

(3) Expend funds in support of gaining commands.

Xlr-1
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SECTION Xl 11
Acronyns

TERM MVEANI NG
ACAT Al'S Catal og
ADDU Addi tional Duty
ADP Automatic Data Processing
ADR Alternate Dispute Resolution
ADSEP Adm ni strative Separations
ADSW Active Duty For Special Wrk
ADT Active Duty Training
AEC Area Environmental Coordinator
AEP Affirmative Enployment Program
Al'S Automated Information System
ANDs Active Manning Docunents
AVBUS Association O Mlitary Surgeons O The

United States
APC Agency Program Coordi nator
APF Appropriated Funds
ARO Auxiliary Resale Qutlet
ASD Assi stant Secretary O Defense
ASN Assistant Secretary O The Navy
AT Annual Trai ni ng
AUL Aut hori zed Users List
BOQ Bachel or O ficer Quarters
BOS Base Operating Support
BPR Busi ness Process Reengi neering
BRAC Base C osure And Real i gnnent
BSP Busi ness Systens Pl an
BUVED Bureau O Medicine And Surgery
CA Commercial Activities
CACO Casualty Assistance Calls Oficer
CAT Conmmand Assessnment Team
CBB Congr essi onal Backup Book
CBT Conputer Based Training
CCB Configuration Control Board
CDO Command Duty O ficer
CEB Configuration Executive Board
CEC Civil Engineer Corps
CEl' S Control |l ed Equi page Inventory System
CG Coast Guard
ca Common Gateway Interface
CHRI MP Consol i dated Hazardous Material Reutilization And

I nventory Managenent
cl mP Conponent | nformati on Managenent Pl an
CI NC Commander I n Chief
clo Chief Information Oficer
cTC Career Information Training Course
Cl VPERS Cvilian Personnel
C™M Configuration Mnagenent
CVEO Command Managed Equal Opportunity
CwW Capability Maturity Model
C\VB Communi cations Material Security
CNET Chief O Naval Education
CNO Chief O Naval Operations

X-1
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CO Commandi ng O ficer

ca Course O Instruction

COVNAVAI RESFOR Commander, Naval Air Reserve

COVNAVPERSCOM Commander, Navy Personnel Conmmand

COWAVRESCRUI TCOM Commander, Naval Reserve Recruiting Command

COWNAVRESFCOR Commander, Naval Reserve Force

COWNAVSUPSYSCOM Commander, Naval Supply Systens Commrand

COWNAVSURFGRU Commander, Naval Surface G oup

COVNAVSURFLANT Commander, Naval Surface Forces Atlantic

COWAVSURFRESFOR Commander, Naval Surface Reserve Force

COoMO Conmi ssioned Oficers Mess Open

COVEPAWARSYSCOM Commander, Space And Naval Warfare Systens Conmand

CONUS Continental United States

COR Contracting Oficer’s Representative

Cos Chief O Staff

cors Commercial Of The Shelf

CREW Career Information, Retention, And Education Wrking
G oup

CRPs Command Rel i gi ous Prograns

CSR Custonmer Service Representative

CT™M Conputer Training Mdule

CTT Command Trai ning Teans

DAA Designated Approving Authority

DANTES Defense Activity For Non-Traditional Education
Support

DAPA Drug And Al cohol Prevention Awareness

DASN Deputy Assistant Secretary O The Navy

DCOs Deputy Chief O Staff

DEERS Defense Enrollment Eligibility Reporting Systens

DFAS Def ense Finance And Accounting Service

DHTM. Dynami ¢ Hypertext Markup Language

DM Dat a Managenent

DVRS Di ary And Message Reporting System

DVS Def ense Messagi ng System

DCD Departnent O Defense

DODACC Department O Defense Activity Address Code

DON Departnent OF The Navy

DPAS Def ense Property Accounting System

DRB Di sciplinary Review Board

DT Dental Technician

DV Di stingui shed Visitor

ECMO Enlisted Career Managenent Objectives

EDVR Enlisted Distribution Verification Report

EEO Equal Enpl oynent Opportunity

EECC Equal Enpl oynent CQpportunity Commi ssion

EFM Exceptional Fanmily Menber

EKMS El ectroni c Key Management System

EO Equal Opportunity

EPA Environnental Protection Agency

EPMAC Enlisted Personnel Mnagenment Center

EQA s Environnental Quality Assessnents

ESC Executive Steering Committee

EVAL Eval uation

FASTDATA Fund Administration And Standardized Docunent
Aut omati on System

FEORP Federal Equal Opportunity Recruitment Program

FESC Force Executive Steering Committee

Xii-2
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FI TREP Fitness Report

FMO Fi nanci al Managenment Ofice

FO A Freedom O Information Act

FTP File Transfer Protocol

FTS Ful | Time Support

FYDP Future Year Defense Plan

GCCs G obal Command And Control System

e General Court-Martials

GMr General Mlitary Training

Grcc Governnent Travel Charge Card

GTPC Government Travel And Purchase Card

HAZMAT Hazardous Materi al

HAZM L Hazardous Material Mnimzation

HMV Hospital Corpsnan

HTML Hypertext Markup Language

| ADT Initial Active Duty Training

| AP I n Assignnent Processing

I CC Installation C aimant Consolidation

I DT I nactive Duty Training

| DTT I nactive Duty Training Travel

|G | nspect or Gener al

I M I nstant Message

| MAPM S I nactive Manpower And Personnel Managenent
I nformati on Systens

I MS I nactive Manpower And Personnel Managenent
I nformation Systens

| NFOSEC Information Security

P I nternet Protocol

| PL Integrated Priority Lists

IS I nformati on Systens

| SSA I ntra—Service Support Agreenent

| SSO Information System Security O ficer

IT I nformati on Technol ogy

| TAP I nformati on Technol ogy Acquisition Paper

JAG Judge Advocate General

JAGVAN Judge Advocate General Manual

JCS Joint Chiefs OF Staff

JER Joint Ethics Regulation

JFTR Joint Federal Travel Regulations

JOPES Joi nt Operation Planning And Execution System

JRB Joint Reserve Base

LAN Local Area Network

LERTCON Al ert Condition

LOA Letter of Appreciation

LCC Letter of Commendation

LTC Leader shi p Training Continuum

MCA Manni ng Control Authority

MCM Manual For Court-Martial 1984

MCPON Master Chief Petty O ficer O The Navy

MDR Medi cal Department Representative

MDS Message Di ssenination Subsystem

MEPS Mlitary Entrance Processing Station

MG B- SR Montgonery G Bill - SELRES

M LCAP Mlitary Cash Award Program

M PRs Mlitary Interdepartnental Purchase Requests

M.SR M ssing, Lost, Stolen, And Recovered

MVR Mont hl y Managenment Revi ew
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MOVs
MSA
MAR
NOO
NOO1
N002
NOOB
NOOC
NOOD
NOOE
NOOF
NOOI
NOO0J
NOOM
NO1
NO1A
NO1C
NO1D
NO1F
NO1G
NO1M
NO1P

N1

N3

N4

N46

N5/ N8
N6

N7

NAF
NAS
NAVI NFO
NAVMAC
NAVPERSCOM
NAVCOSH

NAVPTO

NAVRESI NFOSYSCFF
NAVRESPERSCEN
NAVRESPRODEVCEN
NAVSUPPACT

NC

NDTA

NDU

NEC

NETG

NG&RE

NI TRAS

NP
NLL
NLN
NOBC
NOE
NOSC
NPS
NR

Material Qutstanding Validations

Manpower Systens Anal ysis

Morale, Welfare, And Recreation

Conmander, Naval Reserve Force

Force Master Chi ef

I nspect or Gener al

Deputy Conmmander

Force Change Managerment O ficer

Force Dent al

Envi ronnental Attorney

Conptroller

Chief Information O ficer

Judge Advocate

Force Medi cal

Chief OF Staff

Conmmand Servi ces

Conmand Master Chi ef

Civilian Personnel

Pr ot ocol

Chapl ai n

Medi cal

Public Affairs

DCOS, Manpower And Personnel

DCOS, Operations

DCOS, Logistics

DCOS, Shore Installation Managenent

DCOS, Plans And Resource Requirenments And Assessnments

DCOS, Information Technol ogy

DCOS, Training

Non—appropriated Funds

Naval Air Station

Navy Office O Information

Navy Manpower Analysis Center

Navy Personnel Command

Navy Safety And Cccupational Safety And Health
Pr ogr am

Navy Transportation Ofice

Naval Reserve Information Systems Ofice

Naval Reserve Personnel Center

Naval Reserve Professional Devel opment Center

Naval Support Activity

Navy Counsel or

Nati onal Defense Transportation Association

Nati onal Defense University

Navy Enlisted dassification

Nati onal Education Training G oup

National QGuard And Reserve Equi prment

Navy Integrated Training Resources And Administration
System

Non-Judi ci al  Puni shrent

Naval Logistics Library

Navy Learning Network

Navy O ficer Billet Cassifications

Notice OF Eligibility

Navy On-Scene Coor di nator

Non—-Prior Service

Naval Reserve

XI-4



COWNAVRESFORI NST 5400. 17D

< ieu 2000

NRAs Naval Reserve Activities

NRDP Naval Reserve Drill Pay

NWC Naval War Col | ege

NWCF Navy Working Capitol Fund

O&MNR Operations And Miintenance OF The Naval Reserve
oA O fice Autonation

ODCR O ficer Distribution Control List
ocC Ofice O The Ceneral Council

OGE Ofice O US Covernment Ethics
QIAG Ofice of The Judge Advocate Ceneral
oM Order Modul e

OovB Ofice O Mnagenent And Budget

OoD Oficer O The Deck

oPLCC Operating Location

OPN O her Procurenment Navy

OPNAV Ofice O Chief O Naval Operations
OPTAR Operating Target

ORF Oficial Representational Funds

osb Ofice O The Secretary O Defense
OTH Gt her Than Honor abl e

P2 Pol lution Prevention

PA Privacy Act

PAO Public Affairs O ficer

PASS Pay/ Per sonnel Administration Support System
PBDs Program Budget Deci sions

PBFT Pl anni ng Board For Training

PBl s Policy Board Issues

PCO Perspective Conmanding O ficer

PDB Pr of essi onal Devel opnent Board

PEB Physi cal Eval uation Board

PERL Practical Extraction And Report Language
PERSUPPDET Personnel Support Detachnent

PMVE Prof essional Mlitary Education

PCC Point O Cont act

POM Program (bjective Menorandum

PPBS Pl anning, Progranm ng, And Budgeting System
PPV Public/Private Ventures

PR Program Revi ew

PSLO Prof essi onal School Liaison Oficer
PTCS Peacetine Contributory Support

Q Vs Quality Inprovenent Visits

R&D Research And Devel oprent

RAC Regi onal Area Coordi nator

RAM Reserve Activity Managenment

RBTP Reserve Billet Training Program
RCCPDS Reserve Conponent Common Personnel Data System
REC Regi onal Environmental Coordinator
REDCOM Naval Reserve Readi ness Conmand
RESFMS Reserve Financial Management System
RFC Required Functional Capabilities

RHS Reserve Headquarters System

RI M5 Reserve Integrated Management System
RI TS Reserve Integrated Travel System

RLO Reserve Liaison Oficer

RVA Reserve Management Administration

RP Rel i gi ous Program

RPM Real Property Mintenance
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RPN Reserve Personnel Navy

RR Range Rul e

RSTARS Reserve Standard Training Administration And
Readi ness Support

RSTARS( MP) Reserve Standard Training Adm ni stration And
Readi ness Support (Manpower And Personnel)

RSTARS(TM Reserve Standard Training Adm ni stration And
Readi ness Support (Training Modul e)

RTB Reserve Transition Benefits

RTSS Reserve Training Support System

SALTS Streanlined Alternative Logistics Transni ssion System

SARP Sel ected Reserve Attrition Reporting Program

SAs Speci al Assistants

SATO Scheduled Airline Traffic Ofice

SCM Summary Court-Martials

SDPO Staff Duty Petty Oficer

SECDEF Secretary of Defense

SECNAV Secretary of the Navy

SELRES Sel ected Reserve

SEOVP Systems Executive For Manpower And Personnel

SFPS Shore Installations And Facilities Planning
And Programmi ng System

S| PERNET Secret Internet Protocol Router Network

SMR Statement O Manpower Requirenents

SNVRDP Shore Manpower Requirements Deternination
Process

SOPA Senior Oficer Present Afloat

SORTS Status O Resources And Trai ning System

SPCM Special Court-Martials

TAD Tenporary Additional Duty

TAR Training And Administration Of The Reserve

TASO Terminal Area Security Oficer

TCP Transm ssion Control Protocol

TDRL Tenporary Duty Retired List

TERA Tenporary Early Retirenent Authorization

TEMVS Total Force Manpower Managenent System

TIVMCA TFWS Mcro Manpower Change Application

TOA Table O Al l owances

TPFDD Ti me Phased Force And Depl oynent Data

TQ Total Quality Leadership

TYCOVS Type Commanders

UCMI Uniform Code O Mlitary Justice

VA Vet erans Adm nistration

VTC Vi deo- Tel econf erenci ng

VTT Vi deo Tel e-Training

WAN W de Area Network
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